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2 Copyflo printers saving Pentagon 125,000 yearly, E 


Reproducing: highly classified data « incoming correspondence to 3 large Navy bureaus Army offi- 
cers’ efficiency reports * engineering drawings and specifications * medical reports * many others 


Two Copyflo 11 continuous printers are 
saving the Defense Printing Service in 
the Pentagon more than $125,000 yearly. 

This utility provides highly classified, 
extremely short-run printing and related 
services to the Navy, Army, Air Force, 
and office of the Secretary of Defense. 
Besides, it reproduces such routine items 
as incoming correspondence, efficiency 
and medical reports, engineering draw- 
ings and specification sheets, parts lists, 
and many others. Average daily produc- 
tion amounts to nearly three million 
pages of printing. 

A Copyflo 11 continuous printer auto- 
matically turns out—at the rate of 20 
linear feet a minute—dry, positive prints 
or offset paper masters, ready for im- 
mediate use. The machine operates on 


the principles of xerography—clean, fast, 
dry—copying anything written, printed. 
typed, or drawn. 

Copyflo printers reproduce from origi- 
nal documents or from microfilm. They 
enlarge, reduce, or copy size to size, and 
use ordinary paper. 

You don’t need the Pentagon’s volume 
to justify a Copyflo printer. Why not find 
out how much you can expect it to save 
you in time, space, materials, and mon- 
ey? Let our trained procedures man 
make a free analysis of your paperwork- 
duplicating needs. No obligation, of 
course. Write XEROX CORPORATION (for- 
merly Haloid Xerox Inc.), 61-250X Ha- 
loid St., Rochester 3, N. Y. Branch offices 
in principal U. S. and Canadian cities. 
Overseas: Rank-Xerox Ltd., London. 
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HOW MUCH MONEY ARE YOU WASTING 


ON MANUAL PBX “BOTTLENECKS”? 


Pr. z 


Manual PBX: busy, full-time job for attendant 


Dial PBX: easy, part-time job for the attendant 


ly | Bell dial communications systems save everybody’s time 
...and free your attendants for other productive jobs 
efficient handling of calls. Outbound calls are dialed 


direct from every desk, so your telephone attendant 
can handle incoming and priority calls with ease. 


Every hour you save on telephone-operator time can 

be put to profitable use. Every minute you save your 
employees when they’re making or receiving calls cuts 
your operating costs. A call to your Bell Telephone Business Office will 
bring a Communications Consultant with the full story. 
His counsel won’t cost you a cent. 


Now Bell System dial communication service can save 
you many times its cost in work accomplished and more 


Here’s what George R. Stunkard, Vice-Presi- 
dent of Greenlease-Stunkard, Inc., Cadillac 
agency of Tulsa, Okla., says about dial PBX: 


ing time—and probably losing business. 
The Bell Communications Consultant rec- 
ommended a dial PBX. 

“Now most calls go through automati- 


“Our customers and our own people were 
having trouble getting calls through our 
manual switchboard quickly. We were wast- 


BELL TELEPHONE SYSTEM 


cally. We know our time and money savings 
are substantial—and, more important, we're 
giving our customers better service.” 
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You can buy Royal Electric typewriters outright, of course. 


Many firms do. But you can also lease them through the 
Royal Electric Typewriter Lease Plan. Many 
firms do that, too. Leasing gives you full use 
of any number of Royal Electrics without 
having to invest working capital needed else- 


(Circle No. 46 on Reader Inquiry Card) 


SPECIALISTS IN BUSINESS MACHINES 
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where. Another advantage to the Royal Lease Plan: You 
deal directly with the manufacturer, an arrangement as 


RUA) 


reliable as the Royal Electric itself. Find out how 
a Royal Electric Lease Plan can be tailored to 
your special needs. Contact your nearest rep- 
resentative of the Royal McBee Corporation. 
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Ad ministrative Management incorporates the 
following magazines, with their date of 
founding: Office Management, 1940; Amer- 
ican Business, 1930; System, 1900; and Busi- 
ness Equipment Topics, 1905. 
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Associated Business Publications 


The Philadelphia Electric Co. 
regulates the output of its 34 
generating units in nine plants 
with a Minneapolis-Honeywell 
computer system. The whole 
operation is controlled from 
this console. For more data on 
the practical side of computers, 
see “Tools of the Office,” be- 
ginning on page 26. 
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M. emo Short thoughts on big and little topics in 


West Germany undersold by U. S. manufacturers 

West Germany is one market U. S. manufacturers are not cultivating 
as well as they might. Charles B. Stebbins, the Department of Commerce 
official who recently headed the U. S. trade mission to West Germany, says, 
“The interest of German importers in many U. S. products is outrunning the 
interest of U. S. manufacturers in supplying them.”” According to the report of 
the trade mission, here are some of the major failings that hinder our business 
dealings with the Germans: (1) Our failure to reply to their correspondence, 
(2) Our failure to prepare correspondence, operating instructions, packaging, 
and promotional material in German, (3) Our indifference to the special needs, 
tastes, preferences, practices, and psychology of the German market, (4) Our 
failure to exploit German trade fairs, (5) Our failure to appoint aggressive 
agents and offer reliable sales and service, (6) Our credit terms that are stiffer 
than those of competitors from other countries, (7) Our tailure to keep in- 
formed on market prospects, business conditions, competition, and other factors 
relating to successful sales in Germany, and (8) Misconceptions on the part of 
German buyers concerning prices, quality, and workmanship of U. S. mer- 
chandise and lack of information about new U. S. products, methods, and tech- 
nology. 


Advancement may be coming your way 

The year 1965, reports Dun’s Review, may be the best in our history for 
executive opportunity. At that time, the nation’s 100 largest corporations will 
have to replace a total of seven chairmen, nine presidents, and 60 vice-presi- 
dents. Over the next five years, big business will have to find replacements for 
72 per cent of its present board chairmen, 30 per cent of its presidents, and 33 
per cent of its vice-presidents. One's chances of becoming a vice-president are 
particularly good these days. Just under half of all the “veeps’” in business 
today are either in their sixties or fast reaching them. 


Executives cutting down on flight costs 

Much to the chagrin of the international airlines flying to and from the 
U. S., more and more American businessmen are now travelling economy class, 
rather than first class. While none of the airlines are actually promoting this 
trend, some of them have accepted it and are offering special package deals. 
They are trying to persuade executives flying to Europe to take their wives 
along at economy class rates. 


Convention topics available on tape 

Business executives who are unable to attend regularly scheduled conventions, 
but want to hear the latest developments, ideas, methods, and techniques de- 
scribed at these meetings can now bring the conventions into their own offices. 
Through its central library, the Helbert Audio Abstracting Co., is producing 
and marketing full-length tape recordings of symposium papers and trade maga- 
zine articles on the vital subjects expressed at business conventions. 
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management’s domain 


M@ lhe electronics divisions of most 
business machine companies will 
experience a definite rise in sales 
and earnings during the next several 
vears, but the outlook for conven- 
tional equipment, such as type- 
writers, is not so attractive, forecasts 
the Value Line Investment Survey. 


HM Government business loans to 
small firms soared to the highest 
level in the history of the Small 
Business Administration this June. 
A total of 921 loans were approved 
for $48,255,000. 


HB Lhe Business Equipment Manu- 
facturers Association reveals that 
$435 million worth of metal and 
wood ofhce furniture, safes, and 
chests were shipped out by manutac- 
turers in 1960. 


@ One-third of the 68 million 
workers in the country are women. 
In the clerical field, there are more 
than six million females. Today, the 
woman worker has an average of 
12.1 vears of schooling. 


* Employers face an estimated in- 
crease of $536 million in labor costs 
over the next 12 months as a result 
of the latest federal increases in 
minimum wages, effective on Sep- 
tember 3. 


B Two out of every three users of 
third class mail are small firms 
doing a total business of less than 
$500,000 per year. Over half the 
money they spend for advertising 
goes into postage. 


OCTOBER 1961 


Did 
you 
Know.. 


FEATURE 


Holiday dates are printed in red in current month calendar 
block... another EXCLUSIVE KEITH CLARK-DEFIANCE ] 
calendar feature. Also, today’s date is boxed in 
for your quick referral to the day of the week. 


Complete line of desk calendars with bases in 
attractive decorator colors. 


Order from your Stationery Supplier or write 
for FREE catalog and name of nearest dealer. 


Keith Clark & Defiance Calendars Manufactured by — 


KEITH CLARK, Inc. 


Phone: LAckawanna 4-4895 


1451 Broadway 
New York 36, N. Y. 


- ott’ — = - 
(Circle No. 14 on Reader Inquiry Card) 
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. B Letters to BW 


Your letters are invited. Address them 
to Letters Editor, Administrative Man- 
agement, 212 Fifth Ave., New York. 


To the editor: 

‘ The most useful articles in Ad- 
ministrative Management are the 
“New Systems, Equipment and Sup- 
plies” and “Tools of the Office” 
sections. I usually read these first; 
then, if there is time, go on to the 
other articles. 

Sincerely, 

J. D. Markley 

Accountant 

Citizens Telephone Co. 

Decatur, Indiana 
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To the editor: 

Quoting your article, That Union 
Steward (August AM), “It’s a waste 
of precious energy to fight ‘union- 
ism’ as such.” The article goes on to 
say that unions are growing, an 
obvious falsehood from both the 
standpoint of membership and fi- 
nances. 

But the blow that strikes deepest 
is the total surrender recommended 
to management. This attitude is as 
much responsible for the rise to 
power of corrupt union leaders as 
the complacency of union members. 

Unionism is not inevitable. I am 
shocked that a management pub- 
lication would be so cavalier about 
management relinquishing any por- 
tion of its right to manage. If 


Planned paperwork doesn’t begin in the office where source records 
are translated into more complex documents. Instead, it begins where management will stand up and fight 
source data are created—on the factory floor, at the retail counter, 10" its rights with every legal means, 


é ' ; : the problem of dealing with That 
in a sales office. It begins by collecting source data in such a way Union Steward will become non- 


that subsequent processing is made simpler and produces more in- existent, 

formation for management. Only Standard Register offers all major pe sy gin 
4 . s ' Marvin Martin 

methods of capturing data right at the source. Check into these vari- Personnel Director 

ous methods. What may now be a neglected area in your paperwork Southwire Company 


planning can become the source of added management control. Carrotiton, George 


. .. Remember, unions have been part of 


the American scene since the 19th cen- 

STANDARD REGISTER ts: Wiese: ste Tortie they ar 

probably here to stay. The article to 

BUSINESS FORMS item’ 2° sand up tor your positon 

— to — up for your ——— 

| when you think you are right.” at 

THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO Union Steward was co-authored by a 

Business Forms and Forms Handling Equipment for Paperwork simplification (¥) union member and a representative of 
management. 


—tThe editors 
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writé TODAY ror 
WORE INFORMATION ABOUT 
THIS PRESTIGE — 
FT GIVING DEF ~; Fe 


4 “a wie pre the MOST iilosia:. Christ. j 
mas gift-giving idea for customers, employees and 


riends seats: — 


nd s oteastsd was . up!” Eveaiiee was dicen care ; 


of in fine style. Your customers even called to say _ 
“THANK YOU” for your unique and wonderful re- _ 
_ membrance and thereby open the door to ADDITION- 


AL SALES! Your eoaigheit and friends too, showed © 


If YOU buy gifts (between $7.50 and $100.00 each), 
you'll surely want to see this unusually practical, sen- _ 
_sationally simple and refreshingly different way of _ 


saying “THANK YOU” to the people who are © 


___ IMPORTANT TO YOU AND YOUR COMPANY. _ 


Please send further information about your 1961 Gift Bookard program. 


Name of Company _ 


Address_ 


City ee 


Att: Title 


We use approx Gifts in the $7.50 to $100.00 price range. 
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AM editor Lawrence Victor and Miss Universe at recent press party. 


FUTURE BUSINESS CURVES 


THE DAYS when famous beauties 
were content to model for soap, 
beer, pretzels, and other glamour 
items may be on their way out. Re- 
cently, your AM editor was present 
at a preview for a new ofhce ma- 
chine, and who do you think was 
photographed alongside? Some un- 
known all-American-girl type mod- 
el? No! None other than Miss Uni- 
verse herself, Marlene Schmidt of 
Germany, lent her presence to this 
effort. If this is a trend in the busi- 
ness world, the chances are... 


Scene: Photographer's studio 
Ga Ga Galore, 
mous beauty; Photographer 
PHOTOGRAPHER: All right, 
Miss Galore, we're ready for the 
picture. Where’s the machine? 

GA GA: Machine? Vhat machine, 
dollink? 

PHOTOGRAPHER: The type- 
writer, Miss Galore. The one you're 
modeling for. The one you're sup- 


Characters: 


fa- 


posed to have written your life 
story on. 
GA GA: Sveetheart, you read it! 


Vasn't it sensational? Vould believe 
a simple girl like me could have 
written such a book? 


10 


PHOTOGRAPHER: 
oe 

GA GA: You know, dollink, a girl 
can't depend on her youth forever. 
She's to develop her intellect 
sometime. 

PHOTOGRAPHER: Miss Galore, 
I can’t see the typewriter if you 
stand in front of it. How about 
picking it up to show how portable 
it IS? 

GA GA: Of course, dollink. (strain- 
ing) This typewriter is supposed to 
be portable? 

PHOTOGRAPHER: Mavbe if vou 
take off. a few bracelets ... 

GA GA: Vhat? Pose half naked? 
PHOTOGRAPHER: 
not that heavy. 
at waist level? 
vou. 

GA GA: You know, sveetheart, I 
vas beginning to vorry about you. 
PHOTOGRAPHER: We'll have 
to hurry, Miss Galore, the painters 
are coming to do the inside of the 
building, and IT have to supervise 
them. 


Well, trank- 


gol 


There, it’s 
Would vou hold it 
I want to see more of 


GA GA: Vhat have you got to do 
viss the building? 

PHOTOGRAPHER: 
GA GA: Dollink, 
your first name 


I own it. 
vhat did you say 
vas? 


| 
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For fast service contact the “Fabrilite”” 
distributor nearest you listed below: 


CALIFORNIA 
Compton 


Urethane Corporation of Calif. 
3025 E. Victoria St. 

erty Leather Corp. 
1139 Santee Street 
Los Angeles 15..Lindsey & Hall, 1036 South Hope Street 
Attn: Mr. C. Hall 

San Diego........ Foam Rubber Supply, 2210 Kettner Bivd. 
San Francisco 9......Scovel & Sons Co., 1133 Post Street 


Attn: Mr. Paul Scovel 
CONNECTICUT 
Hartland 5........ccccccesd New England mend Supply Co. 
38-40 Albany Avenue 


Attn: Mr. Robert Warner 
DISTRICT OF COLUMBIA : 
| C. E. Briddell Co., Inc. 
3726 Tenth Street, N.E. 
FLORIDA 


Miami 36......W. Valentine Company, 618 S.W. Eighth St. 
Tampa.... Auto Trimmers Supply Co., Inc. 
910 W. Cass Street, P.O. Box 2459 


Los Angeles 15 


GEO 

Atlanta rs. R. Erikson Co., wae = Nelson St., S.W. 
ttn: Mr. J. M. Coffee 

ILLINOIS 


Chicago 5......A. eee 1020 S. Wabash Avenue 
Attn: Mr. H. L. Hoenigsberger 
KENTUCKY 


Louisville 2..Herman A. Schildt Co., 323 East Market St. 
Attn: Mr. P. J. Berning 


LOUISIANA 
Baton Rouge 9....Tupper Supply, Inc., Thy North Street 
Attn: Mr. P. J. Berning 
MARYLAND 
Baltimore 11..C. E. Briddell Co., Inc., 2800 Hampden Ave. 
‘Attn: Mr. H. W. Beckman 
MICHIGAN 
Detroit 38............ Larson Supply Co., 10313 Puritan Ave. 
Grand Rapids 3................ Upholstery Supply Co. of G. R. 
303 Fuller Avenue, N.E. 
Attn: Mr. Arnold Bjork 
MINNESOTA 
Minneapolis..New York Fabrics, we = Nicollet Ave. 
n: Mr. H. Becker 
MISSISSIPPI 
Sa Woolley Brothers, = 44% Street 
Attn: Mr. R. E. Woolley 
MISSOURI 
4 ea Hinsman & Co., 4507 Olive St. 
Kansas City 8............ Hinsman & Co., 1615 Locust Street 


NEW JERSEY 
Union........ Krupnick Brothers, Inc., 


NEW YORK 
RE Vinyl ee * oe, 34 Ferry Street 
: Mr. A. J. P. Seitz 
New York 1..Fabric Leather ae, Me West 32nd Street 
n: Mr. W. Wilson 
eee: H. R. iomant & Sons, Inc. 


60 North Washington St 


Attn: Mr. W. S. Howard 

NORTH CAROLINA 
| ae American ay! Co. of N. C., Inc. 
8 West Broad Street 
atte Mr. Dewey Smith 


eer John L. Showalter Co., P.O. Box 1259 
Cleveland 13 Earl K. Koch & Son 
2100 West Superior Viaduct 

Attn: Mr. Earl Koch 


OKLAHOMA 
Tulsa 8 Oklahoma Upholstery Supply 
Whittier Station, P.O. Box +3185 
Attn: Mr. F. W. Graff 
OREGON 
Portland 14 McDonald & Co., Inc. 
930 South East Oak Street 
Attn: Mr. R. M. Treadgold 
PENNSYLVANIA 


Philadelphia 6.........s000« sane Maen Line Majestic Fabrics 
217 Chestnut Street 

: Mr. Maurice G. Maen 
101. 103 Market Street 
Attn: Mr. J. Williams 
a 568 Hazle Street 
“Attn: Mr. Harold Smith 


.Providence Textile Bn 243 North Main 


Attn: Mr. Harlan Espo 
SOUTH CAROLINA 
IID sc cscsccccecassvesassisscsnsians W. L. Graydon & Son, Inc. 
414 Pendleton Street 
Attn: Mr. R. Littlejohn 
TENNESSEE 


| eee io Textile & Supply Co. 
oy ee Avenue 

- ttn: Mr. J. T. Hogan 
Nashville............ Bruce & Company, ‘3 Main St., Franklin 
ttn: Mr. John Bruce 


Dallas 6 sic A. F. me “x3 Co., 2650 Main Street 


Chas. W. Schmaizried 

Fort Worth..Reese B. Davis & Tey 20 South Lake St. 

: Mr. Reese B. Davis 

Houston 4....A. F. Schmalzried & Cor 1930 Oakdale Street 
WASHINGTON 

Seattle..McDonald & Co., Inc., 414 Boren Avenue, North 

Attn: Mr. Leonard McDonald 

WISCONSIN 


Milwaukee 2............ Gebhardt, Inc., 213 North Broadway 

Attn: Mr. C. Pushkash 
For information on furniture shown write to: E. |. 
du Pont de Nemours & Co. (Inc.), Fabrics Sales, 902 
Wilmington Trust Bidg., Dept. OM-19, Wilmington 98, Del. 


Pittsburgh 22......J. J. Peiger i 
Wilkes-Barre......M. H. Smith Co., 


RHODE ISLAND 
Providence 3... 


Better Things for Better Living 
+-through Chemistry 


*t6 us par ort 
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909 Rahway Avenue~ 
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Stars twinkling in a velvet sky inspired this new “Fabrilite” 
vinyl upholstery. Its scope , is endless, thanks to a warm, lus- 
trous finish that mellows an » entire room. Pure perfection in 
hotels, clubs, offices...a bright idea for any business. For a soft 
look that’s hard-wearing, too, this is the “Fabrilite” for you. 


THIS IS STAR POINT. ..NEWS IN @UPQND 
ats PONT VINYL UPHOLSTERY “SY 


TE’? IS DU PONT’S REGISTERED TRADEMAR TED VINYL UPHOLSTERY. Better Things for Better Living 
. - through Chemistry 
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COR Yc ORPORATION 


A leading producer of world-famous 
“products for better electric living” 
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“NCR PAPER saves us 


its entire yearly cost...every nine months.” 


“NCR Paper (No Carbon Required) is a valued ‘busi- 
ness friend’ for us. We’ve used it for years for many re- 
ports and forms. 

“New NCR Paper three-part Report of Call forms 
enable our territory managers to give concise, fast, daily 
sales reports to their sales managers. In addition, NCR 
Paper memo forms make it easy for traveling Cory ex- 
ecutives to write ‘Quick Action’ memos to home office 
and field personnel. 

“Our NCR Paper forms always provide clean, clear, 
easy-to-read copies. Originals and copies are picked up 
as complete units. Insertion, removal and disposal of car- 
bon paper are eliminated. This simplifies procedures 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER 


Another Money-Saving Product of 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES ® 77 YEARS OF HELPING BUSINESS SAVE MONEY 


—CORY CORPORATION, CHICAGO, ILL. 


and speeds important communications. 

“Our experience with NCR Paper shows it saves 
time and effort every time we use it. Its many advan- 
tages are so outstanding that we estimate NCR Paper 
easily saves us its entire yearly cost, every nine months.” 


a on 
/ Vis /_ 4. W. Alsdort, 
oy . President, Cory Corporation 
LG 


NCR PAPER © 
ELIMINATES — 
CARBON PAPER 


(Circle No. 41 on Reader Inquiry Card) 
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dministrative 
anagement 


October, 1961 


A “hell” of records 
can be transformed into a hall of order 
..- but only by hard work and— 


THE RIGHT APPROACH 
TO RECORDS CONTROL 


By ROBERT L. CALEO 


THE LATEST SURVEY of the National Othce Man- 
agement Association on current records administration 
activities revealed that although 61 per cent of the 
1,326 companies polled have no formal records control 
programs, almost every one in this category intends to 
work out a program in the near future. Evidently, 
the oft-publicized economic value of strict: procedures 
for the creation, use, and disposition of paper records 
is now universally appreciated. This is more than can 
be said for the toil and trouble involved in building 
such a program from the ground up. Bluntly speaking, 
it’s a tough job, and the toughest part is laying the 
foundation — setting up paperwork retention schedules 
and a records center. Granted, this has been done 
quite successfully by some companies, but not without 
sleeves being rolled up, brows creased, many a confer- 
ence, tons of persistence, and most important, the right 
approach. 

Without the right approach, all the brainwork, 
elbow grease, and drive devoted to the project may be 
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wasted. Many an enthusiastically-initiated records re- 
tention program has bogged down in the early stages 
because of a lack of departmental cooperation. It is 
management's obligation to guarantee that this doesn't 
happen. 

When management decides to cut its filing costs 
by launching a formal retention program, it should do 
so with a fanfare. The individual and/or committee 
picked to administer the project must be armed with 
the advertised support of management and a_ high 
project priority betore the first file cabinet is inven- 
toried. The authoritative approach is definitely the 
right approach, 

Once this authority is established, the project admin- 
istrator can use it to draft departmental supervisors 
into the program. Logically, these are the people who 
should be made responsible for the project blast-off — 
an inventory of all active and inactive records — since 
they and their personnel are the ones who fill the files. 

With the department heads behind him, the admin- 
istrator can confidently set out to climb the remaining 
steps to a working retention program. (See next page) 
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SENSIBLE RECORDS 


eee 1 | six-step 


Here's a systematic briefing 


on the mechanics of starting 


an orderly program. 


Step 1 


The goal 
of your 
retention 
program 


One out of every four employees 
in the United States is a paper- 
worker. At least five cubic feet of 
records (over 12,000 sheets of 
paper) are maintained by each. 
This gives you some idea of the 
terrific mass of paper on file in 
the business world today. 

Just laying there, these records 
cost money. It is estimated that 
they occupy more than $300 mil- 
lion worth of office and storage 
space. Add to this the expenses 
of filing equipment and the time 
consumed by clerks wading 
through disorganized records, and 
you will appreciate the goal of a 
retention program: to cut storage, 
equipment, and reference costs by 
2liminating all unnecessary records 
and controlling those that are 
necessary. 


Step 2 
Who should run it? 


Statistics from NOMA’s recent 
survey on records administration 
show a divergence of opinion on 
ihe question of who should be in 
charge of a retention program. 
About 35 per cent of the companies 
with programs reported that de- 
partment heads administer them. 
Each department head is respon- 
sible for his own unit. Almost as 
many companies, approximately 
34 per cent, indicated that their 
programs are coordinated by one 
executive. Most of the others fa- 
vored a committee-type adminis- 
tration. 

Contrary to the results of this 
survey, many records retention ex- 
perts feel it is unwise to entrust 
department heads with this respon- 
sibility because of their personal 
involvement with a_ particular 
group of records. They are apt to 
overestimate the value of their 
own records and minimize the im- 
portance of those in another de- 
partment. 

It is generally agreed that while 
records administration is not a top 
management function, it requires 
at least junior executive attention, 
whether it be handled by one man 
or a committee. 


Step 3 
Inventory of files 


This is where the sleeves are 
rolled up and the elbow grease 
applied. An inventory of office 
files and old records is a tedious, 
sometimes dirty, job. But, it must 
be done completely and accurately 
if the program is to succeed. There 
are no shortcuts. 

In fact, when people resort to 
shortcuts, they defeat the purpose 
of the project. For example, many 
an impatient records administrator 
commences his inventory by order- 
ing that all dead-file records be 
destroyed without inspection, mis- 
takingly assuming they are no lon- 
ger useful. This is a foolish thing 
to do. There is a distinct pos- 
sibility that some of the so-called 
“inactive” records are needed for 
legal reasons or otherwise. How- 
ever, this will not be determined 
until the results of the inventory 
are analyzed, so it is unwise to 
destroy anything before this step 
is completed. 

Here is the type of information 
to be gathered about each docu- 


ment in the active and inactive 
files: 

1. Title and description. 

2. Date of issuance. 

3. Form number. 

4. Typewritten, pen, or pencil? 

5. Original or duplicate? 

6. Where filed? 

7. How filed — alphabetically, 

numerically, etc,? 
8. How often referred to? 
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Step 4 
Retention schedule 


The heart of the records pro- 
gram is the retention schedule, i.e. 
a company-created timetable list- 
ing the exact length of time vari- 
ous type documents must be kept 
on file before they can be des- 
troyed (without consequence). 

Following the inventory, each 
record accounted for must be ap- 
praised on the basis of 
questions: 

1. Operational necessity—is the 
document referred to often enough 
to remain in active departmental 
files? If not, is it sufficiently import- 
ant to hold in storage, or should 
it be destroyed immediately? 

2. Legal requirements—do fed- 
eral or state laws demand that the 
document be maintained for a spe- 
cific number of years, as in the 
case of payroll and tax records, 
etc.? 

3. Historical value—would the 
document be usefu! in compiling 
company histories for stockholders’ 
reports, news releases, etc.? 

4. Reconstruction—if the com- 
pany were physically demolished 
by a flood, bombing, etc., would 
the document be needed to re- 
establish operations (Such docu- 
ments must be permanently pro- 
tected from accidental destruction 
by fire, etc.) 

By obtaining definite answers 
to these questions from depart- 
ment heads, lawyers, and company 
officers, the records administrator 
can assign a_ practical retention 
duration to every record. He should 
avoid adopting a retention sched- 
ule worked out by another organi- 
zation because it will definitely not 
apply to his company’s operations 
in all respects. 


these 
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RETENTION 
plan 


Step 5 
Records storage area 


The total retention period as- 
signed to each record should actu- 
ally be the sum of two shorter 
periods: 

1. Length of time record is kept 
in an active office file. 

plus 

2. Succeeding period spent in 
a records storage room. 

This records storage room, or 
records center, as it is commonly 
called, is an integral part of the 
retention program. It houses those 
documents no longer needed for 
daily departmental operations, 
thereby clearing office files for 
more current records. Generally, 
when an office record is a year 
old, or is being referred to less 
than once a week — whichever 
comes first—it should be trans- 
ferred to the records center. 

Although files in records centers 
are usually described as “inactive,” 
they must be carefully indexed for 
quick reference by office personnel 
who find it necessary to look back 
through the old records. Labels on 
the outside of each file drawer or 
box, indicating the name of the 
group of records inside and the 
department from which it origin- 
ated, plus other indentifying ma- 
terial, are the indexing tools nor- 
mally used in records centers. 

The most popular filing equip- 
ment for records storage rooms are 
space-saving units, ranging from 
cardboard cartons to the all-metal 
drawer-type variety. Naturally, 
cardboard files are cheaper, but 
the metal ones are more durable. 
Some of the drawer files feature in- 
terlocking frames that enable them 
to be stacked one on top of the 
other. When the cardboard cartons 
open from the top, it is impractical 
to stack them. They should be 


rested on shelving. Also available 
are mobile file cabinets that slide 
on tracks and can be installed with 
a minimum of aisle space. 


Step 6 
The working program 


After the complete records re- 
tention program has been set up, 
the primary concern of the ad- 
ministrator is to guarantee the 
smooth flow of all current and 
future records from active office 
files to storage to ultimate destruc- 
tion. One way he can facilitate this 
is to prepare a manual of filing 
procedures, record transfer sched- 
ules, and destruction methods for 
distribution to all departments con- 
cerned. 

There are several methods of des- 
troying records as they reach the 
end of their retention period. Dis- 
cretion must be used with con- 
fidential documents. They should 
not be disposed of through normal 
municipal waste paper channels. 
Instead, they should be burned 
or shredded on the premises in the 
presence of a responsible company 
representative. If incinerating or 
shredding machinery is not avail- 
able at the company, the represen- 
tative must accompany the rec- 
ords to a nearby scrap dealer and 
remain there while the documents 
are disintegrated. A certificate of 
destruction, signed by the witness, 
should be requested by the ad- 
ministrator for each confidential 
document, or group of documents, 
destroyed. 

Certain records in a company’s 
files, such as financial statements 
and production blueprints, can 
never be destroyed because they 
would be needed to re-create op- 
erations in the event of a war- 
time or natural catastrophe. Called 
“vital records,” these permanent 
documents must be carefully pro- 
tected from accidental destruction 
by fire, etc. This can be done in 
one of two ways: (1) protect the 
original documents in fireproof 
vaults or safes, or (2) keep the 
originals in the normal storage 
files, but make duplicates of them 
for dispersal to storage areas in 
other buildings. 

Because of their fire-resisting, 
duplicating, preserving, and space- 
saving features, microfilming sys- 
tems can be helpful in storing perm- 
anent records. One cubic foot of 
storage space will accommodate 
108 rolls of 16 mm. film or 72 rolls 
of 35 mm. film. ® 
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Left: Transistor clock by Designtime, Inc. 
Right: Ronson Varaflame table lighter. 


THE BUSY EXECUTIVE’S 


Some ways to take the bother out 


By WALTER A. KLEINSCHROD 


EVERY COMPANY must give 
gifts, policy declarations notwith- 
standing. The handiest excuse for 
givng them is Christmas. 

This pair of blunt precepts sums 
up the attitudes (voiced mostly 
with like-it-or-not-it’s-true expres- 
sion) of a score of corporate gwers, 
influential recipients, and wholesale 
distributors of Business Gifts—all 
of whom were questioned on the 
subject by AM. 

None knew for sure just how 
many dollars’ worth of merchandise 
businessmen would give to other 
businessmen this Merry Season, but 
the cautious consensus was a highly 
jinglesome “Billions!” 

Gifts this year will range from 
bottles and cases of Scotch to costly 
chronometers for keeping track of 
minutes, hours, days, months, and 
moon phases. 

The business stocking will con- 
tain jewelry for men and women, 
smoking accessories, kitchen appli- 
ances, cameras, projectors, tape re- 
corders, short-wave radios, desk sets, 
golf sets, tea sets, and Erector sets. 
One company is even offering origi- 
nal oil portraits of the businessman- 
recipient, copied from a photograph 
which the donor must obtain, sur- 
reptitiously or otherwise, in ad- 


THE AUTHOR, AM’s editor and former edi- 
tor of our sister publication serving the 
gift industry, speaks with special author- 
ity on this subject. 


Walnut and gold desk accessories are 
now available from McDonald Products. 


vance. A large record company, 
dealing in discs for industry, has 
placed a wholesale order covering 
dozens of its most important clients. 
Price per portrait: $75. 
Management can select its gifts 
in many ways, from a multiplicity 
of sources. Some firms lodge respon- 
siblity for the buying and distribu- 
tion of the bounty with one execu- 
tive, but there is litthe common 
agreement as to who he'll be. In 
some places, he is sales manager, 
advertisng manager, public relations 
director. Elsewhere, he is purchasing 
agent, traffic manager, president. 
Then, there are the companies 
with decentralized authority. Insid- 
ers say this group includes firms 
which aver, “We Give No Gifts,” 
but whose salesmen take care of 
good customers anyway, reimburs- 
ing themselves through disguised 
entries on their expense accounts. 
It definitely includes companies 
which make a conscious effort to 
“remember friends” at Christmas 
and which feel that the best way 
to handle the necessary gift shop- 
ping is to parcel it out among the 
several executives who know the 
various recipients best. Thus, in a 
large bank, it could happen that 
someone in the mortgage division 
would buy that expensive volume 
of art masterpieces for the attorney 
who has brought in so much mort- 
gage business; someone else in the 
commercial accounts department 
would purchase a dozen-or-so leather 
briefcases for the heaviest dozen-or- 


Benjor Products offers a novelty paper- 
weight with built-in frames for photos. 


so depositors, and a third executive, 
possibly from public _ relations, 
would order several thousand pocket 
memo-pads for routine savings de- 
positors and other drop-in trade. 

However numerous the buyers, 
there are dozens of sellers eager to 
serve each one. 

The corner package store, the 
gift shop, the sporting goods shop, 
the department store—indeed, any 
store—will accommodate the Busi- 
ness Gift buyer willing to deal at 
retail. The more enterprising of 
these merchants will offer special 
prices for quantity purchases. Bet- 
ter specialty shops will usually ren- 
der careful, individual service, such 
as gift-wrapping and delivery, know- 
ing that their name on the box 
carries certain prestige. 

The bulk of the Business Gift 
business, however, is transacted 
through one of several wholesale 
channels. 

If its order is large enough, a 
gift-giving concern could deal di- 
rectly with the manufacturer, per- 
haps even working out some minor 
change in the product so as to make 
its gift “exclusive.” 

More likely, the giver would deal 
with a wholesale agent of the fab- 
ricator—a manufacturers’ represent- 
ative or wholesale distributor. Or 
he might avail himself of a whole 
package of services offered by the 
relatively new organizations  spe- 
cializing solely in gifts for business. 

Time was when wholesalers dealt 
exclusively with their accredited re- 
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A small folding desk pad for travelers is 


produced by Blue Star Leather Mfg. Corp. 


tail accounts. Then, for an outsider 
to “get it wholesale” meant he had 
to know some well-placed inside 
contact. Today, a growing number 
of wholesale distributors, equipped 
with thick catalogs and fancy show- 
rooms, will deal with anyone ready 
to place a sizeable order—be he a 
corporate gift buyer, president of 
the neighborhood bowling league, 
or a legitimate retailer needing new 
stock in a hurry. Many such firms 
will accept “‘sizeable orders’ for as 
few as six pieces. Their catalogs 
show retail prices with the whole- 
sale cost only slightly hidden in the 
model number. Typical is the list- 
ing for a Winston pinseal billfold 
in the 1961-62 catalog of Inland 
Distributors Inc., a wholesaler serv- 
ing Long Island from its new ware- 
house and showroom in Hicksville, 
N. Y. In this example, the _price- 
line reads: “1809A750 . Retail 
$15.00." To the initiate, 1809 is the 
stock number, 750 the wholesale 
price (read by pointing off two deci- 
mal places—$7.50) and A simply a 
device for keeping the numbers 
apart. 

Some distributors, like Inland, 
stand ready to ship gifts individu- 
ally to recipients, from lists sup- 
plied by the donor. Others ship 
only in case lots direct to the donor, 
who must then re-pack and re-ship 
to his panel of lucky receivers. 

The newest twist to Business Gift- 
giving is for the giver to let the 
recipient choose the gift he wants. 
One distributor under this system, 
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The Carver Foods Company markets at- 
tractively-packaged fruitcake miniatures. 


homo-bakee - 
FRUITCAKE 


Automated Gift Plan Inc., 80 Park 
Ave., New York, offers eight sepa- 
rate assortments of gifts at eight 
separate price levels from $7.50 to 
$100. The assortments are pictured 
in eight separate booklets called 
Bookards. The recipient selects any 
one gilt from his Bookard, notes his 
choice on a postpaid card which he 
mails to Automated Gift Plan, and 
within two weeks has the item. 

Under the plan, the donor pays 
Automated for each Bookard he 
orders, at whatever price level or 
combination of levels he decides 
upon. This price includes not only 
merchandise (in the form of one 
choice per Bookard), but also im- 
printing of the donor’s name on 
Bookards and envelopes, the return 
card and postage, and shipping 
costs. 

At the $25 level, tor example, 
gifts include an Impala man’s 
watch by Maylair, a champagne 
bucket by Sheridan, or twelve per- 
sonalized golf balls by Bartsch. If 
none of these please the recipient, 
he has some two dozen other men’s 
and women’s gifts to choose from 
in the Bookard. Price, of course, is 
not mentioned. Instead, the recipi- 
ent sees this printed message: 

“The Yuletide Season gives us 
the opportunity to think back over 
the past twelve months. Your kind 
acts of friendship and loyalty are 
outstanding in our remembrances 
of you, especially since they have 
contributed so much to our suc- 
cess. And so, we too, want to offer 


Coffee service (left) and whiskey decanter 
(right) are Automated Gift Plan items. 


GUIDE TO BUSINESS GIFTS 


of corporate Christmas shopping 


a ‘remembrance’ to you . . . Please 
make a selection from the gifts 
shown... .” 

Under this selection system, sev- 
eral indirect benefits accrue to the 
donor. He is “remembered” twice— 
when the selection is made and 
when the gift arrives. He wastes 
no shopping time; he knows the 
recipient obtained something he 
personally desired; he can return 
surplus Bookards for full credit if 
sent back within 30 days. 

Are gifts at Christmas, from one 
businessman to another, a form of 
payola? Harry King, energetic pres- 
ident of Automated Gift Plan, ac- 
knowledges that they are at least 
a modified version of it. Graduate 
of an industry in which payola was 
rampant, he says there was no point 
fighting it; you might just as well 
join it. Thus, his new firm was 
born. He says less than one-half of 
one per cent of Bookard recipients 
refrain from mailing in the card to 
order the gift to which they’re en- 
titled. His $7.50 Bookard is the 
most popular (“it takes care of the 
masses’), fallowed next by the $25 
and $50 editions. 

He, along with most Business 
Gift distributors, insists that as long 
as these Christmas presents are kept 
“in proportion,” there is nothing 
seriously wrong with them or with 
the practice of giving them. 

Several years ago a group of sales 
managers, concerned with the ef- 
fects of “‘payola scandals” on their 
trade, banded together as the Busi- 
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How to Keep Track of Every Key 


TELKEE 


KEY CONTROL 
$73.90 compete 


(75 capacity) 


TELKEE simplicity tags and numbers keys, in order. 
Visible index identifies keys by lock location, number, 
description. 

TELKEE convenience shows all keys at a glance. 
Locates loaned or assigned keys instantly. Saves time, 
saves money. 


TELKEE security provides complete continuous record 
of all keys issued. Key identities known only to author- 
ized personnel. 


Available in 10 models, 33 capacities from 21 to 2240. 
Compact cabinet of fine furniture steel, tens of thousands 
in use in offices, industrial plants, hotels, stores, schools, 
hospitals, and public buildings, large and small, in U.S.A., 
Canada, and overseas. 


FREE 16 page booklet. No obligation. Write for your 
copy today. 


P. 0. MOORE, INC. cten rippte 51, Pa. 


(Circle No. 38 on Reader Inquiry Card) 


to keep life in FLEXOLINE lists without recopying 


Snap out dead listings. Snap in 
new names in exactly the se- 
quence you want. Type only fresh 
additions...in seconds...on 
scored sheets that separate into 
springy strips. Flexoline frames 
in hinged stands or rotaries hold 
thousands of strips for instantly 
visible reference. Perfect for list- 
ings of parts, phone information, 
cross files, account numbers, 
routing guides and hundreds of 
other active records. For more in- 
formation, send the coupon now. 


Bem visicce 


ACME VISIBLE RECORDS, Inc. 
2 10 West Allview Drive, Crozet. Va. 


Please give me full facts on time and 
money saving Fiexoline reference systems 


NAME 


ACOPRESS 


(Circle No. 2 on Reader Inquiry Card) 
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Gift-giving propriety 


ness Goodwill Advisory Council 
and issued this seven-point mani- 
festo on what constituted proper 
Business Gift conduct: 

“I—Keep vour gifts of modest 
value in relation to the importance 
of each recipient as an employee, 
prospect, or customer. Extravagant 
gifts smack of bribery. 

“2—Choose vour gifts individu- 
ally, considering the tastes of each 
group of recipients, or preferably, 
of each individual recipient. 

“3—Choose only high-quality gifts 
that are useful, durable, and de- 
pendable. 

“4—Personalize each gift, if pos- 
sible, with the recipient’s name or 
initials. 

“5—Package each gift attractively 
and _ securely. 

“6—Accompany each _ package 
with a personal note, greeting card, 
or at least a special gift label. 

“7—Deliver each gift with a flair, 
if possible—personally or by special 
messenger—and preferably to each 
recipient's home rather than to his 
office.” 

Despite that last advice, execu- 
tives’ desks this December will 
doubtlessly bear again the massed 
clutter of gaily wrapped packages, 
as secretaries troop in regularly 
with the latest haul of “remem- 
brances.” 

Despite efforts of corporations like 
Western Electric Co., which in 1958 
forbade its emplovees to accept 
any gifts from suppliers (“We 
think it is a bad practice’), gifts 
within industry will be given—prob- 
ably at a greater rate than last year, 
now that some of that early payola 
furor has died down, and with Con- 
gress not bothering to tinker with 
the tax laws this session. 

And despite the efforts of some 
firms to interest Business Gift buy- 
ers in such things as books, bongos, 
and binoculars, it is highly unlikely 
that anything will nudge liquor 
from its pinnacle as the all-time 
Business Gift Favorite. It may not 
be “modest... durable” or even the 
man’s brand. But, to manv a bus 
businessman, it is the quick and 
time-tested way around this annual 

-and seemingly unavoidable—obli- 
gation. é 
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ONE-WRITING | 
SYSTEMS 


To find out how you can save time and money, 
and increase efficiency in your order-billing 
procedure, simply answer this 10-question sur- 
vey; clip, and mail to DITTO, INC., 6800 McCor- 
mick Rd., Chicago 45. No obligation, of course! 


Do you know how many separate writings Oo 
are required to get your orders shipped van tie 
and billed? 

Are orders sent in by your branch offices nn 
or salesmen rewritten in your 0, ‘ce? YES NO 


Are shipping addresses retyped on your [Jt] 
bills of lading? YES NO 


Are these same addresses again rewritten [| [] 
on your tags and labels? YES NO 


5) Are your invoices written separately from nn 
your shipping orders? YES NO 


When a partial shipment is made do you 
write a new shipping order to cover items 
back-ordered? 


Do you write a new set of billing copies 
covering each back-order shipment? 


Do you post each individual invoice to 
your accounts receivable ledger? 


Would you like to receive a folder that il- 
lustrates how you can eliminate all retyp- 
ing on original and back-orders, simplify 
stock picking and inventory control, and 
eliminate posting to accounts receivable? 


Would you like to receive our book, “Inte- 
grated Data Processing—A Factual Analy- 
sis,” which explains how you can have 
modern Integrated Data Processing in 
your company without expensive equip- 


ment? 


YES NO 


YES NO 


YES NO 


YES NO 


YES NO 


O ® YOUR NAME TITLE 
O FIRM FIRM ADDRESS 
, CITY... a = =S/§ FO eves 
6800 McCormick Road 
Chicago 45, Illinois DITTO AND @ ARE REGISTERED TRADE MARKS (U.S. AND FOREIGN) OF DITTO, INCORPORATED 


OCTOBER 1961 


(Circle No. 16 on Reader Inquiry Card) 


is ‘ee x 3 a dy leallle at bo b* ‘ih ae Ps per. 8 iho ea es foe a en ce aS See. RR! . ian ie . oa if . 
i 
ag 
; Ca F > P Se eae ee cn” a * = fa 
fal 7 se _ Z fsa ea me, 9 age be FS 
| hh 4 a : 
i 7 oe +) oa : : a ae we 
- a4 * aa o 4 a 
{ ‘ & a =a a os A 
= ta . m o 7 
ice 2 a: ee = " 
Maer * ce ria: % ; os Fy 
ce, aes > S| a ie e = > . 5 
int ee : -« : ca "i eae 4 
rm Tare oe: a? a we 3 
ily, aged 8 a ie Fads Poe: eee ee i. a ai va a -. 
Mae R. A me ) srr ‘ga ole 8 :- sy y =a 7 a 
BA Be, ; F % a an F am —_ SS st ‘ Ke gy cs bs : q "4 _ ; = : i i 
ifts i. ae i iz ai ie: aa a —— 7 e. % je i 
sd aes ia ci: toe 3 a a i <a : ae . mae hee ql : cs Be) a aay: Lae ; p ‘3 i 
* — = a. | a aa ae ee 
Bure ie +: eas . : a saa 5 : m) * Br 
witha * — os 4 | 
ely * . SIMPLE, — fe z -_ | | wi 
-, a a oe ~ e | ‘ 
ial ie See ae woul = 2 ee we a a aye e 
SAT ae eli ge al ae. ee oe ar > ane —_ mean i 4 
his 
aaa caa a ea aia haat BT 
cu- | ! 7 
vill 1 9 | 7 
ca || oo | } 
a i — | ye" 
rly 1 I é 
a Oe oo | if 
| | 1 5 
| | | l 2 
H | oe 
| @ o bo ! i 
! a 1 " 
| i 5 
° F 
| © OO | 
| a ‘ 
| | 
| i | 
| i a 
| © ! ‘ 
|) oo } | 
a : % 
yr es 
| —s @ 
! | 
| | | 
| 1 
| 
— a 4 
— " 
BSS 
ee i 
i fF 19 ; 
if 
a eee Re ys ee ; Le * ae ae ‘ ew... 4 ee YZ Dy oe oe —_— ihe z - ll 


isd 
om 


AUTOMATING MANAGEMENT'S CURRENT /g) 


Computers spew statistics by the yard, but can be programmed to feed “execs” 


By OWEN SMITH 


RECENTLY, a national association 
asked that I speculate about the 
Office of the Future at an annual 
seminar. I painted a word picture 
of an airy, circular-shaped office, 
built around a data-transmitting 
console. A few pleasant - looking 
operators punched out information 
in a common business language. 
By wire, it sped to astro-speed com- 
puters in a central data processing 
facility, where the information was 
digested, analyzed, scrutinized, and 
pulverized. Back came printed 
words on television screens. 
Eagerly awaiting this distilled in- 
formation was the management 
team of the future. Freed from the 
shackles of paper work, these exec- 
utives sat before their television 
screens and high speed teletypewrit- 
ers making crisp decisions on the 
basis of the reports flashed to them. 
In outline, that was the picture 
I painted by day at the seminar. 
But that night, my predictions 
turned into a nightmare. In my 
dreams, I saw a sales executive 
being crushed under four tons of 
sales analyses. A production engi- 
neer was being strangled by 
punched tape. The president of the 
company was trapped in his office by 
a floor-to-ceiling avalanche of re- 
ports, figures and indices, computa- 
tions, and permutations. Emaciated 
and bug-eyed, he was frantically 
reading his way through the mass at 
a much slower rate than the reports 
were being produced. Data, data 
everywhere, and nota drop to drink. 
Neither this idyllic office situa- 
tion, nor my nightmare, are that 
far from reality. They both exist 
in embryonic form today. The big 
question is will electronic technol- 
ogy be harnessed, so that its infor- 
mation-producing potential is di- 


OWEN SMITH is a vice-president of the 
Statistical Tabulating Corporation, the 
oldest and largest independent EDP 
service firm in the country. 
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rected to useful purposes, or will 
it ride roughshod over the business 
world and literally bury executives 
with facts? 

The key to avoiding this latter 
alternative is the exception prin- 
ciple. Management by exception is 
an old idea with its roots in human 
nature. It dictates that a_ person 
in charge should pay attention only 
to matters which are exceptions to 
the normal course of events. All 
ordinary matters should be dele- 
gated to subordinates or disre- 
garded. 

The exception principle was first 
set forth as a business fundamental 
by Frederick W. Taylor, tamed 
author of Scientific Management, 
in 1903. Mr. Taylor wrote: “It is 
not an uncommon sight to see the 
manager of a large business fairly 
swamped at his desk with an ocean 
of letters and reports. The excep- 
tion principle is directly the reverse 
of this. Under it, the manager 
should only receive the condensed, 
summarized, and invariably com- 
parative reports . . . and have all 
of the exceptions to the past aver- 
ages or the standards pointed out 
... giving him in a few minutes, 
a full view of progress that is being 
made.” 

We have now, in electronic com- 
puters, the ability to overwhelm 
management with data. For exam- 
ple, in one company I know of, the 
daily sales reports from a computer 
to the sales manager's office meas- 
ured four feet high. The problem 
today is not getting more informa- 
tion, but the need of management 
to get this information in the form 
it needs and in time to take effec- 
tive action. 

The only answer is to program 
computers to practice the exception 
principle. Let us look for a moment 
at some examples of how this is 
already being done. 

The Westinghouse meter plant in 
Newark, New Jersey, is reported 
to be saving a million dollars a 
year through computer inventory 
control. Using sales figures, and 


taking into account the costs of 
labor turnover, machine set-up, etc., 
the computer decides when to stock 
an item formerly produced to order, 
and when to adjust an inventory 
of an item losing popularity. 

Department stores are becoming 
big users of planned exception con- 
trol. Macy’s in New York City, 
Dey Brothers in Syracuse, New 
York, and McCurdy’s in Rochester, 
New York, to mention a few, are 
now reporting only fast or slow 
moving items, rather than all items 
in their daily computer-generated 
sales reports. 

The key element in applying the 
exception principle to computers is 
the decision rule. The computer can 
make decisions and should be al- 
lowed to do so, but jit can’t think. 
Its decisions must be based on rules 
established by management. 

It should be noted that decision 
rules can range from the relatively 
simple “rate-of-sales” rules used in 
department stores to the sophisti- 
cated rules needed in an operation 
like the one at the Westinghouse 
meter plant. 

In department store applications, 
up-to-date criteria for fast and slow 
moving items must be established 
by management. It is no longer 
necessary to rely on a buyer's in- 
tuition and previous experience 
with the merchandise being sold. 
Today, department stores can gather 
daily and weekly information in- 
cluding and collating such sales- 
influencing factors as the weather, 
the weather in relation to the par- 
ticular buying season, the time of 
season, the over-all volume of the 
store, the volume of specific sections 
in the store, etc. 

All these and other factors are 
calculated in a complex mathemati- 
cal formula to find daily sales stand- 
ards for fastness and slowness. This 
freshly-computed criteria is com- 
pared to actual sales; then trends are 
projected. All of this would be im- 
possible without a computer and 
management’s decision-rule _ pro- 
gramming of the computer with 
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In manufacturing, the design of 
a production control rule is an ex- 
tremely delicate task. A manutfac- 
turer cannot afford to fall so far 
behind on a job that his control 
group cannot rectify the situation. 
On the other hand, there is a nor- 
mal fluctuation in production. 
Nudging the production group too 
early can be a waste of manage- 
ment’s time and, also, annoy the 
men in the. shop. 

Since production criteria change 
from one operation to another, dif- 
ferent rules must be assigned to 
each work phase. The computer can 
automatically calculate which oper- 
ations are being used on a job and 
issue “fall-behind” leeway limits for 
each phase of the job. 

Of course, it is possible to get 
carried away with operations analy- 
sis. In some situations, the formula- : : 
tion of a complex decision rule may ’ ve OOOO 
not be worth the time and effort. 
For exainple, one hardware firm 
considering the use of a computer 
for inventory control found that a 
non-computerized open bin system 
and the old rule, “when down to 
four, order more,” did the job even 
better than a computer would. 

Just as nuclear development has 
forced new political problems upon 
society, so are computer advances 
demanding new approaches, new 
forms of conduct, and a re-orienta- 
tion of thinking by management. 

Unconsciously, the executive often 
resents the fact that computers are 
utilized to make decisions. He may 
view this as an affront to his per- 
sonal ability to do so. Actually, the 
Opposite is true. The construction 
of decision rules to guide computers 
places a premium on management's 
decision-making prowess. Without 
these rules, the computer would 
grind out an uncontrollable mass 
of data. Furthermore, by allowing 
computers to do some of their ‘‘de- 
cision-making,”” executives leave 
themselves more time for their basic 
job of broad leadership and cre- 
ativity. & 
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BUILDING AN AUTO FLEET? 


At: 7¢amile... 
Y By ARMUND J. SCHOEN 


ONE LITTLE FACT points up 
the all-important role of the auto- 
mobile in the sales operations of 
American business—every time the 
business cycle takes a dip, the mile- 
age reports we receive from our 
clients show a jump. In_ other 
words, as far as the salesman is con- 
cerned, there is a direct proportion 
between the number of miles he 
puts on his car and the dollar vol- 
ume of his sales. 

At present, business uses abuut 
one million cars for sales and serv- 
ice, mostly sales. Some 27 per cent 

: of this total are in fleets leased for 

one or two years; another 23 per 
cent are in company-owned fleets; 
the remaining 50 per cent, some- 
where around 500,000 in number, 
are owned by individual salesmen 
and used on company business. 
Most of these salesmen are reim- 
bursed on a mileage basis. 

Since World War II, car leasing 
has become very popular. Before 
the war, under two per cent of the 
autos on the’ business scene were 
leased. In 1959, the number of autos 

in leased ileets exceeded those in 

ei company-owned fleets for the first 
time. This trend is expected to con- 
tinue. 

What’s leasing got that cannot be 

. duplicated by company ownership 

or salesmen ownership? Briefly, 
here are the advantages: 


ARMUND J. SCHOEN is the president of 
a Wheels, Inc., one of the largest industrial 
car and truck leasing firms in the 

United States. 
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1. Leasing conserves a company’s 
working capital. 

2. It permits a company fo ac- 
quire an auto fleet without impair- 
ing the company’s ability to borrow 
from its normal sources. If a com- 
pany borrowed to buy an auto fleet, 
this would appear as a liability on 
its balance sheet and affect its finan- 
cial ratios. 

3. In most situations, though not 
in all, leasing provides an auto fleet 
at lower cost than other methods. 

4. Under a fixed cost lease, com- 
panies can figure their transporta- 
tion budgets 12 or 24 months in ad- 
vance. 

5. Leasing eliminates the need 
for an executive to spend time on 
details of fleet management, such 
as selling used cars and checking 
on repair bills. 

6. Leasing eliminates morale 
problems caused by friction over the 
cents-per-mile rate at which sales- 
men are reimbursed. Human nature 
being what it is, companies always 
belieye they are paying too much, 
and salesmen _ inevitably _ beiieve 
they are subsidizing the company 
auto fleet. 

7. A leased car is a valuable 
fringe benefit. It enables companies 
to “woo” good salesmen. It also 
permits a company to select the 
best men available and not make 
ownership of a late model car a 
prerequisite for employment. 

8. Leasing companies deliver 
cars directly to salesmen in their 
home territories and pick up the 
used cars at trade-in time. Salesmen 
lose no time trading cars. 

The alert reader will notice that 
some of these advantages (the sixth, 


seventh and eighth) are also avail- 
able through use of company-owned 
fleets, and some advantages (the 
first, second, fourth and fifth) are 
available through use of salesmen- 
owned cars. But only through leas- 
ing can they all be obtained in one 
package. 

All legitimate auto fleet leasing 
plans have four things in common: 
the leasing company (1) purchases 
the autos, (2) delivers them to the 
salesmen in their home territories, 
(3) sells the used cars at the end 
of the lease term, and (4) is paid 
a fee, usually by the month, for its 
services. 


Types of leasing plans 


There are two basic types of fleet 
leasing plans; the maintenance 
(fixed cost) lease and the finance 
lease. In the former plan, the leas- 
ing company, in addition to supply- 
ing the cars, also provides all re- 
pairs, maintenance, licenses, collision 
insurance, and other miscellaneous 
items. The entire package is cov- 
ered by a fixed monthly charge, and 
all depreciation risk is carried by 
the leasing company. The lessee 
pays only for the gas and oil he 
uses, and normally leases for 12 to 
20 months. 

Under a finance lease arrange- 
ment, the leasing company provides 
three services only: the desired 
fleet, delivery of the cars, and sub- 
sequent sale of the fleet in the par- 
ticular market and at the most suit- 
able time for generating the best 
price for the fleet user. Nothing else 
is provided —no maintenance, no 
insurance, no licenses, etc. Payment 
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is monthly (the term usually two 
years), and includes a lease charge 
and a depreciation reserve. The 
lessee assumes the risk of deprecia- 
tion. If the used cars bring a better 
price than anticipated by the depre- 
ciation reserve, the lessee gets a 
refund. If the price is lower, he 
must pay a deficiency payment. 
Fleet operators whose cars are 
not driven for very high mileages 
over rough terrain, and hence may 
need little maintenance, often do 
better with a finance lease. An ex- 
perienced auto leasing company will 
often be able to advise fleet users 
whether it is to their interest to have 


a finance lease or a maintenance 


lease in their particular situations, 
and whether the risk of deprecia- 


= Pays to own car 


8¢ amile... 


cars 


HERE’S “CAPITAL” ADVICE! 


tion, under the finance lease, is a 
real danger in a given case. 

Most companies which lease fleets 
today use the maintenance lease 
plan. The finance lease, which is a 
newer development, has been grow- 
ing in popularity in recent years 
and has been steadily gaining 
ground. 

The most important reason why 
leasing has been gaining at the ex- 
pense of auto fleet ownership is the 
pressing importance of conserving 
working capital under today’s op- 
erating conditions. Let’s see what 
this factor has meant to two specific 
companies. 

Stuart Herst, of the Herst-Allen 
Company, Chicago, one of the 
country’s larger kitchenware rack 


COST COMPARISON: LEASED CAR VS. SALESMAN-OWNED CAR 


ma Pays to lease car 


jobbers, says, “In early 1957, our 
budget showed that we would have 
to lay out a minimum of $150,000 to 
buy more cars. The company was 
only six years old and needed every 
penny it could beg, borrow, or earn 
for inventory and current working 
capital—not for fixed assets. By turn- 
ing to leasing, we were able to get 
the cars we needed and expand our 
sales. In fact, in November, after 
nine months of leasing, we sold that 
part of our fleet we still owned to 
our leasing company and leased it 
back. This gave us still more work- 
ing capital.” 

The Colorado Fuel and Iron Cor- 
poration, of Denver, is an even big- 
ger company. It has substantial 
working capital and access to ample 


Oil and Annual Cost: 
Leasing, Gasoline Changes Leasing, Approx- | 
Fixed Annual| (Approx- (Approx- Including imated | Company's Annual Cost per Salesman-|Company Saving per Car Under Leasing 
Rate Based imated) imated) Gas & Oil Cost per | Owned Car at Mileage Allowance \Plan, Based on Same Mileage Allowances 
on $95 Based on Based on 1 Qt. each Mile Under Set Forth and Rental Rate of $95.00 per Month 
Mileage per Mo. |022c per Mile |45c per Qt 500 Miles {Leasing Plan % | 8c | 7c 9% 8c 7c 
| | 
40,000 $1,140 $880 $45.00 $2,065.00 $ .0516 $3,600 $3,200 | $2,800 $1,535.00 | $1,135.00 $735.00 
| | | 
38,000 1,140 836 42.75 2,018.75 .0531 3,420 | 3,040 | 2,660 1,401.25 | 1,021.25 641.25 
| | 
35,000 | 1,140 770 39.38 1,949.38 .0557 3,150 2,800 2,450 | 1,200.62 | 850.62 500.62 
| 
32,000 1,140 704 36.00 1,880.00 .0588 2,880 2,560 | 2,240 | 1,000.00 680.00 360.00 
30,000 1,140 660 33.75 1,833.75 0611 2,700 2,400 2,100 | 866.25 566.25 266.25 
28,000 1,140 616 31.50 1,787.50 .0638 2,520 2,240 1,960 732.50 452.50 172.50 
25,000 1,140 550 28.13 1,718.13 .0687 2,250 2,000 1,750 531.87 281.87 31.87 
| 
23,000 1,140 506 25.88 1,671.88 0727 2,070 1,840 1,610 398.12 168.12 _— 
20,000 1,140 440 22.50 1,602.50 0801 1,300 1,600 | 1,400 197.50 | 
18,000 1,140 396 20.25 1,556.25 .0865 1,620 1,440 | 1,260 63.75 
| | 
17,000 1,140 374 19.13 1,533.13 .0902 | 1.530 | 1,360 | 1,190 | - | 
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Chart printed with permission of Foundation for Management Research, Chicago®. 
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Some why’s and why-not’s of salesmen-owned car fleets 


credit. Yet, this company leases its: 


cars. The company is, at present, 
operating a leased fleet of 375 
Chevrolet sedans, representing a 
capital investment of some $800,000 
—a sum useful to any organization, 
large or small. 

The reasons why companies find 
the conservation of working capital 
so important are: (1) working cap- 
ital is tight for most companies and 
growing tighter, and (2) companies 
can make, “better use’ of working 


capital in their current operations 
than by tving it up in a fleet of fixed 
assets. 

Large national leasing companies 
sometimes extend “built-in” monev- 
saving features to their lessees. 
These features result from the leas- 
ing company’s: (1) volume buying 
and (2) intimate knowledge of the 
automobile business. The first per- 
mits purchase of autos, parts, tires, 
and other accessories at the biggest 
discounts available. ‘This saving is 
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Automatically’SELECT the way to FASTER RESULTS 


x 


XX Unique mechanism selects 
the fastest way to solve any 
multiplication ...gives 

higher output rate and 

life factor. 

Can any other calculator offer 
the versatility, efficiency and 
precision of the new DIEHL V? 


Your own evaluation will 
provide the answer 


Send coupon today 
for demonstration 


= New simplicity of operation 
delivers swift, sure answers with 
automatic decimals... guarantees 
superior performance in 

every application. 


DIEHL CALCULATING MACHINES, INC. 
527 Madison Avenue 
New York 22, N. Y. 


Send full information 
immediately! 


Have representative 
call to arrange 
Free demonstration 


Name 


Addr 
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handed on to the fleet user. The 
second advantage enables a national 
leasing company to give fleets the 
most efhiicient management and, 
equally important, to sell the used 
cars at the best prices. 

In a nutshell, there are not many 
industrial companies which can 
manage a fleet, buy it, and sell it as 
well as a large leasing company. 

Some companies still favor a sales- 
men-owned fleet over leasing be- 
cause they claim it is cheaper and 
allows absolute control of costs, 
However, there is considerable evi- 
dence to indicate that salesmen- 
ownership of cars may be, in many 
situations, a more expensive form 
of fleet operation and the one which 
offers the least control of costs. (see 
chart on page 23). 

Often, companies will go to a 
leased fleet in order to eliminate the 
friction between salesmen and man- 
agement. They free their salesmen 
from the obligation of providing a 
car for business use, thereby elim- 
inating headaches over mileage 
rates, expense account padding, ex- 
cessive mileage reports, etc. 

Obviously nothing, not even auto 
fleet leasing, is perfect and must 
have shortcomings. Here are some 
situations where leasing might not 
be the best solution: 

1. If a company has a surplus of 
working capital and is operating its 
fleet efficiently, it would be foolish 
to hire a leasing company’s capital 
to buy a fleet, pay leasing charges, 
and then have the company’s sur- 
plus working capital sit idle in the 
bank. In this situation, the company 
might just as well own its fleet. 

2. Companies whose salesmen 
travel low mileages (around 1,100 
miles per month) , primarily in cit- 
ies, can usually save money by pay- 
ing mileage rates, if they can keep 
under 10 cents per mile. If salesmen 
don’t mind supplying their com- 
panies with $2,300 or more of work- 
ing capital, why should the com- 
panies make a change? 

3. In some industries, as in 
door-to-door selling, salesmen are 
not reimbursed directly for using 
their own cars. Many of these com- 
panies are satisfied with this setup 
and find it advantageous. £ 
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Wassell’s newly designed Speedliner revolving 
correspondence files actually save up to 50% 
of filing time AND up to 40% of valuable office 
floor space. The Speedliner is designed to pro- 
vide a dust proof, automatic closing group of 
files which are a decoration to any office. 


You can quickly amortize the cost of Speedliner 
files on space savings alone. One five tier file 
holds approximately 20 file drawers yet takes 
up only 42 by 48 inches of floor space, AND 
aisles can be narrower due to Wassell’s unique 
revolving file system. The savings in clerical 
costs are equally impressive. A girl can file and 
find with finger tip ease from five tiers (almost 
20 file drawers) in a seated position. Corre- 
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spondence is equally visible from top or side for 
easier, quicker handling. 


Corres File is an accident eliminator — no trip- 
ping over extended drawers — no tipping of 
files due to empty bottom drawers and loaded 
top drawers. 


Wassell Equipment may also be leased — either 
leased or purchased it pays for itself quickly. 
LAT 
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AM TOOLS OF THE OFFICE 


The lure of the computer must be as 
irresistible for some companies to- 
day as uncharted seas were for the 
early explorers. In either situation, 
the success of the venture has al- 
ways depended on the Captain hav- 
ing some idea of where he was going. 


By LAWRENCE VICTOR 


ECAUSE COMPUTERS are easily the most “glamorous” and 
B intriguing tools of the office today (as well as the most 
expensive), it is especially important for the executive to 

leok at them as objectively as possible. Computer potentials have 
been diligently proclaimed to a point where you either embrace 
them as the hope of mankind or cower in fear of your job, depend- 
ing on whether you’re a wage giver or a wage earner. 
Endless case histories have documented one successful installa- 
tion after another (unfortunately for the inexperienced, little is 
told of the failures) ; it’s no wonder that many executives, dazzled 
by the tall statistics, are often willing to plunge into EDP even if 
it means getting in over their heads. This is not meant to throw 
cold water on anyone’s plans for getting a computer, but consider- 
ing the amount of money involved, caution’s the word. Even com- 
puter manufacturers urge caution; they know that a disillusioned 
customer will not only avoid data processing after his unpleasant 
experience, but might serve as a source of contagious discontent. 
Magazine articles rarely help matters. More often than not, they 
deposit the reader in an unfamiliar world of “Bit,” “Binary,” 
and “Buffer” with only an abbreviated glossary of unrelated terms 
to guide them. For the technically initiated, there’s no problem; 
for the other 95 per cent—executives who are more concerned 
with the why of computers rather than the how—it’s not very en- 
lightening to be told the advantage of drum over core storage, for 
instance, without first being told how to recognize when a com- 
puter is feasible and when it isn’t.* 
This article will attempt to explain some of the practical aspects 
of computers starting with the first step: Determining the need 
for a computer. (Continued on Page 28) 


* Those who want a concise but very clear technical picture of computer 
operations can get it from an excellent booklet put out by IBM. It’s called 
the General Information Manual, Introduction to 1BM Data Processing Sys- 
tems. Illustrations deal with IBM equipment, naturally, but the basic facts 
are universal. IBM Data Processing Division, 112 East Post Road, White 
Plains, N. Y. 


Equipment shown is IBM‘s 7080 Data Processing System > 
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The PRACTICA 
Computer 
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The Bendix G-20 System is an excellent example of the modular 
method of building a data processing department. When condi- 


Considering the expense involved 
in setting up a computer system, 
it’s imperative that adequate study 
precede actual purchase or rental 
of equipment. Logically, the first 
step is to determine if there is an 
actual need for a computer; or, 
more to the point, if you can jus- 
tify the expense in the light of 
expected benefits. One way to find 
out is to list exactly what it is you 
expect from a computer. Included 
may be: 


e Reduction of clerical costs. 

e Accumulation of data fast 
enough and accurately enough 
to give management an up-to- 
the-minute picture of condi- 
tions at any time. 

e Closer control of 
through _ better 
future needs. 


inventory 
estimates of 


28 


PRESSES HEHEHE H EERE ESE 
. 


Control! Buffer 


Paper Tape Station 


e Better customer service through 


speeded-up processing of orders. 
Impact of computers may force 
long-needed overhaul of out- 
dated systems. 

Computers may solve the prob- 
lem of finding qualified cleri- 
cal personnel or, by reducing 
the need for such personnel, 
may eliminate adding expen- 
sive additional ofhice space (cau- 
tion: you may be replacing the 
need for medium-paid clerical 
personnel with that for highly 
paid EDP workers. Take the 
long range cost into considera- 
tion) . 

Being among the first in your 
field with computers marks 
your company as a leader. 
Computer systems are inevi- 
table anyway; so, the sooner 
they're installed, the better. 


tions require it, control buffers, punched card readers, paper 
tape stations and high-speed printers can be added. 


High-Speed Line Printer 


Having convinced yourself and, 
hopefully, the top command that 
there is a real need for a computer 
system, the next step is to set up 
a committee to see if the company 
can afford one. This investigation 
is generally known as the feasibility 
study. It is the job of the feasibility 
study to: 


e Choose a team to carry out the 


study. 

e Select the areas for specific 
study. 

e Analyze these areas. 
Draw up a projected computer 
system. 

e Determine the cost of the 
system. 


e Set up a training program. 

e Bring about the conversion 
with a minimum of personnel 
conflicts. 
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B200 series systems from Burroughs can handle any problem 


which can be expressed numerically. 


e Evaluate the program to make 
sure the desired objectives were 
obtained and not lost 
where along the way. 


some- 


Feasibility requirements 

Feasibility studies are expensive 
and time consuming projects (they 
can take as long as two years). If 
poorly conducted, and a wrong de-- 
cision reached, vast sums of money 
can be irretrievably lost. Therefore, 
it’s vital that the feasibility commit- 
tee be made up of men who possess 
the necessary abilities to handle the 
problem. What are these abilities? 
Some of the most important are: 

e Thorough knowledge of the 

company’s overall policies 


Data processing printer type faces are said to be cleaned in 
less than 10 minutes with 3M “Scotch” brand #577 cleaner. 
Cleaning material runs through printer, leaves no deposits. 
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e Ability to organize, direct and 
supervise others 
e Knowledge of accounting sys- 
tems and records retention. 
e Ability to chart systems and 
procedures 
e Knowledge of the cost of op- 
erating an EDP system 
e Ability to visualize installation 
requirements 
Unfortunately, the man with all 
these atributes is the one man the 
company can least spare for long 
periods of time. Because feasibility 
studies in a good-size company de- 
mand full-time participation, man- 
agement must be prepared to re- 
lease many of its most talented per- 


Each processing unit of the B200 series 
undergoes rigid testing before release. 


sonnel for an extended period. 


Outside services 

When companies cannot spare 
high-calibre men for a computer 
study, or, when they simply have 
none available, outside services, 
either from a private consultant or 
a manufacturer, can perform a val- 
uable service. A quick appraisal by 
an outside consultant can help de- 
termine whether or not to begin 
the feasibility study in the first 
place. Some companies prefer to 
work with a consultant rather than 
the manufacturer in order to avoid 
repeated sales calls; other firms con- 
duct their feasibility studies and 
then call in a consultant for final 


Bell Telephone’s Data-Phone (left) converts sounds to electrical 
pulses which in turn operate IBM’s Transceiver (right), enabling 
punched cards to be duplicated over telephone lines. 
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High-speed magnetic tape units, each capable of reading or 
recording at a rate of 96,000 decimal digits per second, are 
an integral part of the Honeywell 800 electronic data system. 


review and approval. Many find 
that an outside consultant can sup- 
ply a fresh point of view after their 
own men have developed too sub- 
jective an attitude towards the 
study. 

For his part, the manufacturer 
can be expected to contribute tech- 
nical information as well as proced- 
ural guidance. Once the company 
has decided to purchase a particu- 
lar brand of equipment, the manu- 
facturer will assign a trained EDP 
specialist to work along with the 
feasibility team. He will also pro- 
vide for the training of machine 
operators, educational talks, prep- 
aration for installation, and any 
advisory assistance that will get the 
EDP program off to a good start. 
Limitations of outside help 

Despite the best intentions of 
either outside consultants or manu- 
facturers, most companies feel that 
no one can approach the feasibility 
study as well as their own staff. 
Lack of knowledge concerning the 
company’s policies and objectives 
is often too great a disadvantage to 
overcome. Experience has shown 
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that companies which have relied 
heavily on outside consultants have 
progressed more slowly. It is sug- 
gested, therefore, that any outside 
help be limited to advisory rather 
than policy making assistance. 
Program evaluation 

Once the team has arrived at its 
decision and has reported to top 
management, the findings must be 
evaluated. Management must ask 
itself if the proposed program is 
feasible after all. 

Aside from the actual cost of the 
system, feasibility may depend 
largely on two considerations: the 
availability of qualified personnel, 
and the willingness of the workers 
to alter their old way of operation 
in favor of the new. 

When certain companies, espe- 
cially manufacturing concerns, con- 
sider EDP programs, they often find 
themselves without a skilled talent 
pool. Then, a skilled work force 
has to be trained, which takes time. 
or hired from the outside, which is 
risky because of the scarcity of out- 
side talent. It’s a good idea for 
companies to study their present 


Printer turns out information at the rate of 900 lines a minute. 
This is part of a Honeywell 800 computer system installed 
at the company’s Wellesley, Mass. EDP Service Bureau. 


labor force to see if potential EDP 
workers are present, and, if not, 
to make an estimate of how much 
time and money it will take to 
build a qualified staff before going 
into a computer program. 

The one factor that can make 
or break a computer program is 
the attitude of those who will be 
affected by it. The willingness of 
the company to abandon well- 
entrenched methods of operation is 
usually apparent or management 
wouldn't authorize feasibility stud- 
ies in the first place. But the will- 
ingness of the individual workers 
to re-adjust their working life . . . 
that’s another question. 

(Continued on Page 34) 
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rue NCR 315 


is supported by a strong foundation! 
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a jrHMew! The outstanding performance of the NCR 315 is based on a strong 
n 1s AR foundation of vital back-up and support. This new generation computer 
mo exemplifies the same back-up and support provided by NCR in all 
= areas of data processing. Standard programs . . . from scientific routines 
“ent to common English translators . . . to reduce programming time and cost. 
Professional instructors to provide complete customer training. Trained 
specialists to assist in system and site design. Preventive and corrective 
maintenance to maintain your NCR equipment in top operating 
efficiency. All provided with the 315... all backed by a company with 
“I 77 years of experience in the office equipment business. 
Investigate today! Call your NCR representative, a trained ois i ee 
systems consultant, or write: Electronic Data Processing . 
) Systems and Sales, Dayton 9, Ohio. NER yl 
THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO ELECTRONIC DATA PROCESSING 
1039 OFFICES IN 121 COUNTRIES * 77 YEARS OF HELPING BUSINESS SAVE MONEY ADDING MACHINES © CASH REGISTERS 
ACCOUNTING MACHINES 
NCR PAPER (NO CARBON REQUIRED) 
—— 
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Computers can be small... 


Monroe’s Monrobot XI needs no air conditioning, plugs into ordinary wall socket. 


LCOMPRGL DATA 


The Recomp 111 (Autonetics) weighs only 250 Ibs., shuts itself off when overheated. 
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Smoothing the way 
One of the most overlooked 


causes behind the miscarriage of an 
EDP program is the failure to edu- 
cate and indoctrinate the employee 
before the actual installation of the 
equipment. As the feasibility study 
progresses, a simultaneous program 
must get underway to prevent an- 
tagonism, distrust, and even open 
resistance from sinking the comput- 
er program before it’s launched. 
Some of the major reasons for em- 
ployee dissatisfaction are: 

e Fear of losing one’s job (al- 
most always unfounded). 

e Failure of management to in- 
form employes (in writing if poss- 
ible) exactly what the new equip- 
ment will be used for. 

e Failure to include supervisory 
personnel as part of the feasibility 
study group, often resulting in a 
feeling of resentment at being “left 
out.” 

e Constant referral to the com- 
puter as the “giant brain,” “super- 
human brain,” etc. or in any other 
Way as to suggest it is superior to 
human. beings. 

e Management not reassuring 
employes that no one will be re- 
leased because of automation (if 
such is the case) . 

e Failure of management to 
make use of the local communica- 
tion media to advertise its plans 
and purposes in a positive light. 

An excellent way to foster coop- 
eration is to show the employe how 
other companies have successfully 
adopted computers. Reports from 
employees of other companies, mov- 
ies taken at other computer instal- 
lations and even visits to other au- 
tomated ofhices show employes ex- 
actly what they may expect. In ad- 
dition, the use of company news- 
papers and magazines can help win 
the support of the rank and file 
worker. 

Lease or buy? 

Whether to lease or buy comput- 
ers and their accessory equipment 
depends on certain clearly defined 
considerations: 

e The cost advantage of one 
method over another 
Danger of obsolescence 
Flexibility of use 
Maintenance 

e Idle vs. work-time 

The first consideration is self- 
explanatory. The methods used are 
varied and are best left to those 
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Communications versatility at your fingertips 


With Teletype Model 28 printers your messages 
and data can be sent quickly and economically to 
any destination, near or far. But this is only part 
of the story—these printers offer an array of op- 
tional features that can multiply the usefulness and 
versatility of your communications system, save 
you important time and effort. Here are examples: 


e Pin-feed platen for controlling multi-copy busi- 
ness forms. 


e Choice of platen widths to accommodate almost 
any size form or message paper. 


e Vertical as well as horizontal tabulators. 


e Automatic form feed-out—spaces out completed 
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form with one key stroke, brings next form to 
starting position. 

Variety of type styles and sizes. 

Parallel-wire arrangement for business machine 
print-out. 

Built-in sequence selector for controlling remote 
equipment. 

Adaptable for DATA-PHONE and telegraphic 
communications services. 

Teletype equipment is manufactured for the Bell 
System and. others who require the utmost re- 
liability from their data communications systems. 
For further information write to Teletype Corpora- 
tion, Dept. 36K, 5555 Touhy Ave., Skokie, Illinois. 


ae ail . oe a mats ® 


CORPORATION ® sveswiany of Western Electric Company we. 
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*SHOW YOUR BUSINESS CARD HERE... 
TO PERSONALIZE YOUR PRESENTATION 


An attractive 
VINYL 
BRIEF COVER 
to present and protect 
all that you 
bind into it 


Adds an impressive personal 
touch to any report 


Acetate window pocket shows 
inside title sheet, business 
card or specially printed card 


Soft, flexible pure vinyl that 
lasts and lasts — one-piece 
welded construction — won't 
scuff or discolor, wipes clean 
with a damp cloth 


Modern cover design, trim 
“V"" back — five eye-catching 
colors: red, blue, green, 
black, gray 


Three double-tang fasteners— 
safely binds up to a half-inch 
stack of papers, size 11 x 81/2 


MAKE YOUR PRESENTATION PERSONAL 
— see this very attractive cover at your 
stationer's, or write to Smead Manufac- 
turing Co., Hastings, Minn. 


Atk fon 
Smead 


VINYL BRIEF COVERS 
(Circle No. 48 on Reader Inquiry Card) 
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experienced in cost analysis and tax 
matters. 


The fear of obsolescence is always | 


present in a field where new models 
are introduced on what sometimes 
seems to a daily basis. Where com- 
puters are concerned, however, 


obsolescence tends to be more 


imagined than real. Despite the 
well-publicized potentials of the 
new models, the human factor is 


still lagging far behind machine 
ability. Authorities estimate that 
even the older models still operate 
at such a speed and are still capable 
of such useful work that no one has 


as yet pushed them to the limit of | 


their capabilities. Computers today 


are made to perform more complex 


operations than have yet been de- 
| vised. True, there have been certain 


changes in equipment, but that’s 
true of all machinery, and if man- 


| agement waits for the ultimate com- 


puter for which there are* no im- 


| provements, it will find itself with- 
out any equipment of any kind, 


hopelessly behind in the rush fon 
EDP advantages. Therefore, the fear 
of obsolescence should be considered 
carefully if it is the motivating force 
behind renting rather than buying. 
Those who rent in the belief that 
each new improvement will mean 
the installation of a new machine 
may find that manufacturers balk 
at taking out the old model and 


| putting in a new one just because 


some refinement has been added. 


It has been estimated that even il 


| no new advances were made in com- 


puters for the next hundred years, 
man’s knowledge would still be in- 
sufhcient to exploit them to their 
fullest. 

Whatever changes take place will 
largely involve input and output 
devices, so many companies are in- 
suring themselves against “‘obsoles- 
cence” by purchasing the central 
computing unit and renting  peri- 
pheral equipment. 

Some companies feel that owner- 
ship permits flexibility of use since 
they are free to operate how and 
when they wish without being 
bound to the terms of a contract. 
Some think that ownership gives 
stability to the data processing  sys- 


~tem. One of the real advantages of | 


owning equipment outright is the 


ability to lease it to another com- | 


HUGE SAVINGS 
in Production, 
Inventory, or 

Sales Data Collection! 


INFOCORDER 
Portable Digital 
Magnetic Tape Recorder 


; 


Now, an operator can accurately 
record several thousand production, 
inventory, or sales data entries, or 
a complete route list of meter 
readings, on a single magnetic tape 
in this simple-to-use, 3'2-pound 
recorder. 

The INFOCORDER R-1 mag- 
netic tape cartridge is then inserted 
in a P-1 Playback Unit for auto- 
matic entry in your data processing 
system (any common type of digital 
computer, punched cards and tape 
or computer magnetic tape units). 
Intermediate processing labor and 
costs are eliminated; save on storage 
...Tetain tapes for necessary period, 
then erase and reuse. FAST . 
INFOCORDER tapes may be played 
back at the rate of 6,000 individual 
readings per minute; whereas “sens- 
ing” type cards are processed at the 
slow pace of approximately 120 per 
minute. 

The INFOCORDER system em- 
ploys all-transistorized electronics; 
reliable coded digital recording inter- 
locked to prevent improper opera- 
tion; direct decimal data entry; 
detachible printed paper tape for 
recording program or “route list”; 
and playback compatible with all 
data processing systems. The R-1 
Recorder and P-1 Playback units 
combine absolute reliability with ex- 
ceptionally low initial cost and rapid 
“payout.” 


For complete information, please contact 
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ADMINISTRATIVE MANAGEMENT 
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pany during lulls in) your own 
schedule. Another is the possibility 
of salvage or trade-in at the end of 
the computer's uselul life. Even bet- 
ter, donating an unwanted com- 
puter to a non-profit organization 
could mean a tax deduction equal 
to the original cost of the equip- 
ment. 

Maintenance is a problem regard- 
less of how the equipment is ob- 
tained. ‘Those who lease, may find 
that the manulacturer takes a closer 
interest in keeping the system = in 
good working order; after all, it’s 
still his. Those who purchase, on the 
other hand, might be able to buy a 
service contract at lower cost either 
from the manulacturer or from an 
independent service outfit. 

Finally, a company with a large 
degree of down time would prob- 
ably be better off purchasing rather 
than renting equipment. Rental 
payments must be met even when 
the computer is idle, and since it’s 
impossible to take out and bring 
back computers according to the 
work load, having yvour own equip- 
ment on hand at least gives you the 
chance of renting it to another com- 
pany during idle time. And if the 
work load should ever be raised, 
making use of the computer full- 
time, it’s always there ready to go 
into Operation. 

The alternative to either buying 
or leasing is the use of the data 
processing center whereby your data 
is processed by experts without the 
need for you to invest in rental, 
purchase, housing the equipment, 
hiring or training help. These data 
centers charge for actual production 
time per application. 


Installation 

After the planning stage is over 
and the specific equipment has 
been ordered management is in for 
another expense, that of installa- 
tion. Although it is almost always 
a one time cost, it can still add up 
to a considerable amount for the 
company starting its EDP program 
lrom scratch. Amounts in excess of 
$100,000 are not unheard of for a 
good-sized company. 

Floor loading. The development 
of solid state (i.e., transistorized) 
circuits lessened the weight of com- 
puters considerably. Still, they are in 
the heavyweight class. It is impera- 
tive that equipment weight and the 
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- the difference 


automation — 


iol een Soe 


This is the Friden Add-Punch®, Model ACPT. Like a standard adding 
machine, it produces a conventional printed tape. But unlike a standard 
adding machine, it also records complete or selected data in a punched 
paper tape. Because it does, automated record keeping can be started at 
the adding machine level—at the source. 

With the Add-Punch and the punched paper tape it produces, any size 
company can get the full benefits of automation. The large firm will save 
by using the tape for automatic conversion to punched cards (no key 
punching or verifying is necessary), or for direct input to computers. 
The small firm without processing equipment can call upon a service 
bureau to process the tape and to prepare the desired reports at low cost. 
The Add-Punch can handle an exceptionally wide variety of accounting 
and statistical jobs— everything from the entry of basic information at 
its source to the general ledger. 

Your Friden Systems Man will be glad to explain how the ACPT can 
save you money. Call him. Or write: Friden, Inc., San Leandro, Calif. 


THIS IS PRACTIMATION: automation so hand-in-hand with 
practicality there can be no other word for it. 


(| 
Sales, Service and Instruction Throughout the World tl en 
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The National adding machine, account number verifier and punched tape recorder 
generate tape for data processing systems. Validity is automatically checked. 


high quility WEBSTER 


CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You'll get crisp, 
clean results whatever your typing requirements. 


And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
cating fluid. 


At better office equipment dealers everywhere — make it 
clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a “‘Time-Saver’’ courtesy carbon copy 


F. S. Webster Company « 3 Amherst Street ¢ Cambridge, Mass. 
(Circle No. 55 on Reader Inquiry Card) 
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stress limits of the floor be taken 
into account. If the computer is to 
be located on a ground floor, there’s 
probably nothing to worry about. 
If the equipment is to go on an 
upper floor, however, and especially 
in an older building, floor loading 
is a problem you and your engineers 
will have to cope with. The people 
underneath may be anxious to ob- 
tain a computer of their own, but 
its doubtful they'd welcome one 
coming through the ceiling. 

Air conditioning. For the com- 
fort of the operators and the good 
of the equipment, the temperature 
within the computer area must be 
kept within limits. Computers 
themselves give off considerable 
heat while the plastic-based tapes 
used with them are sensitive to ex- 
tremes of temperature and humid- 
ity. The air conditioning system 
must Maintain an even temperature 
and degree of humidity regardless 
of the weather outside and it must 
do so continually since, in many 
cases, computer-shifts work around 
the clock. The number of people 
working in the department must 
be considered along with the 
amount of traffic passing through. 
The continual opening and closing 
of doors makes the maintenance 
of a steady temperature/humidity 
index all the more difficult. 

Fire protection. Wherever elec- 
trical cables are laid, the danger of 
fire is always present. In the com- 
puter room, protection is compli- 
cated by the need to avoid sprin- 
klers. Water may put out a fire, 
but a water-soaked computer is 
prone to corrosion and presents a 
shock hazard to operators. One so- 
lution is the use of carbon dioxide 
extinguishers. Tape is particularly 
vulnerable to fire since both it and 
the reel upon which it is wound 
are easily destroyed by flames. To 
make matters worse, burning tape 
gives off chemical fumes that are 
highly toxic in heavy doses. 

Vibration. The problem of vibra- 
tion has decreased with the use of 
solid state computers. For those 
contemplating the use of older vac- 
uum tube equipment, vibration can 
cause considerable trouble, espe- 
cially short circuits. If the computer 
is to be located on a plant site, it 
should be far enough away from 
vibration-causing machinery to pre- 
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| General Dynamics Convair turns out offset masters 
21/2 times faster with Kodak Ektalith Method! 


Convair 990 Maintenance Manual, produced by Ektalith Method, 
is checked by Ed Bill, left, Service Publications Supervisor, and 
Herb Day, General Dynamics Central Duplicating Supervisor. 


Convair speeds aircraft maintenance changes 
and other vital data to its customers with Kodak 
Ektalith Method, which produces high-quality 
offset master in 112 minutes. 


Jobs that formerly took 10 hours to complete are 
now delivered in 2% hours by the Central Dupli- 
cating Department, General Dynamics Convair, 
San Diego, Calif. 

In this round-the-clock operation, where 85% of 
the jobs are marked “rush,” only one operator per 
shift is needed to whisk out high-quality paper 
masters—reduced, enlarged, or same size. Job's 
done in room light in 3 simple steps: Expose in copy 
camera... Process in Kodak Ektalith Loader- 
Processor .. . J ransfer photo-image to master. 

Convair’s dramatic savings in time—not to men- 
tion savings in personnel and plate-making equip- 
ment—are possible because masters are not only 
produced 2 times faster than with previous 
method, but are also ready for the duplicator as soon 


KODAK 


Ek tali th ...puts you ahead in offset duplicating 


METH OOD 


Ektalith Loader-Processor (with attached Transfer Unit) 
serves as table-top darkroom . . . costs only $598.50. Kodak 
Ektalith Copy Unit (right) permits up to 10 direct copies. 


as they're made. No long delays, as before, to remove 
shadow lines or background tone from masters. 

Another advantage to Convair is the greater vari- 
ety of work which can be handled with the Kodak 
Ektalith Method. Solids, colors, halftones are no 
longer a problem in turning out offset masters for 
service manuals, brochures, engineering proposals, 
bulletins and other work. 


New free booklet shows in detail 
how you can save with Kodak Ekta- 
lith Method in office or darkroom. 
Write Eastman Kodak Company, 
Photo Reproduction Products Divi- 
sion, Rochester 4, N. Y. 


Price is list and subject to change without notice 
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vent breakdowns. 

Dust control. Magnetic tapes 
tend to attract dust. If enough dust 
gathers on the tape, the signal can 
be distorted as the tape passes over 
the recording heads. Filters can re- 
move the bulk of the dust and care- 
ful attention to vacuuming and dry 
mopping the floors can also help. 
Operators should be cautioned 
about wiping their shoes before en- 
tering the computer room and 
smoking must be limited or ruled 
out altogether. 


premises. Betore deciding on a cer- 
tain model, it might be a good idea 
to determine how or even if it can 
be gotten into the building without 
demolishing part of the structure. 
This might be possible if the buyer 
owns the building, but with leased 
space, the landlord might object 
to tearing down the walls in order 
to get the equipment inside. 

Floors. Experience has shown 
that vinyl floor coverings do a good 
job of withstanding the weight ol 
computer systems. Asphalt tile, on 
the other hand, tends to crack. Wax- 


Getting the computer on the 


sine aecampnecnneteinastaseiaasaianete i = —— 


STEIFF ANIMALS FROM F.A.O. SCHWARZ 


There’s nothing like anaudience! 
Quality-conscious management men: users, renters, owners and purchasers of 
nearly every type of machine, equipment and service essential to sound business 
operation. An audience with solid buying power. ® The kind sales-minded ex- 
hibitors will find at New York’s only major business show for 1962—the Admin- 
istrative Equipment and Services Exposition and Conference, June 4-June 8, 
New York Coliseum—where visitors know what they want and come to be sold. 
@ You supply the exhibit; we attract executives in the market to buy what 
you display. ® For information, write or call: Robert C: Walter, Managing 
Director, 386 Park Avenue South, New York 16, N. Y.—LExington 2-2710 


THE 1962 NATIONAL BUSINESS SHOW 
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ing and polishing should be done 
with non-flaking agents to prevent 
the contamination of machinery and 
tapes. 

Lighting, colors, etc. The use of 
appropriate colors, sufhicient light. 
ing, etc., is as important in the data 
processing area as in any other part 
of the office. 3 


Major manufacturers 
The following list covers the prin- 
cipal manufacturers of computers. 
The numbers in parentheses 
after each manulacturer correspond 
to the numbers on the reader serv- 
ice card. Circle numbers for addi- 
tional information. 
Autonetics Div., 9150 E. Imperial 
Highway, Downey, California) 
(101) 
Bendix Aviation Corp., Arbor Vi- 
tae St. & Bellanca, Los Angeles, 
California. (102) 
Burroughs Corp., 6071 2nd Blvd., 
Detroit, Michigan. (103) 
Computer Control, 2251 Barry Ave., 
Los Angeles 64, Cal. (104) 


| Control Data Corp., 505 Park Ave., 


Packard Bell 


Minneapolis, Minnesota. (105) 
El-Tronics, Inc., 20 8. 15th St., Phil- 
adelphia, Pennsylvania. (106) 
General Electric Co., Deer Valley 
Park, 13430 N. Black Canyon 

Highway, Phoenix, Arizona. 
(107) 

IBM Corp., 55 Church St., White 
Plains, N. Y. 

Minneapolis - Honeywell Regulator 
Co., 60 Walnut St., Wellesley 
Hills 81, Massachusetts. (109) 

Monroe Calculating Machine Co., 
555 Mitchell St., Orange, New 
Jersey. (110) 

National Cash Register Co., 1401 
Dayton 1, Ohio 

Electronics Corp., 
12,333 E. Olympic Blvd., Los An- 
geles, California. (112) 

Philco Corp., 4700 Wissahickon 
Ave., Philadelphia, Pennsylvania. 

Radio Corp. of America, Front & 
Cooper Sts., Camden, New Jersey. 

(114) 

Remington Rand, 315 Park Ave. 

South, New York 10, New York. 
(115) 

Royal McBee Corp., 850 3rd Ave., 
New York, New York. (116) 

Thompson Ramo Wooldridge, Inc., 
8453 Fallbrook Ave., Canoga 
Park, California. (117) 
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PRESENTING 

THE FIRST REALLY NEW 
OFFICE COPIER 

IN YEARS: 


runing Du 


With Bruning’s new dual-purpose Duet (really ¢wo machines 

in one) you have a desk-top photocopier that makes black-on-white 
copies of everything written, printed, typed, drawn, 

photographed. There is nothing the Duet can’t copy...all types 

of paper, two-sided documents, materials of every color, even ball 
point pens. 

But that’s only Aa/f the Duet story. 

Bruning’s diazo half of the Duet (a mere push of a button puts it into 
production) lets you run off as many copies as you wish at a 
cost-per-copy that can't be equaled (1¢ for materials, letter-size copies). 
You can have a Duet demonstration...right in your office, 

on your office forms... by filling in the coupon. 

Don’t delay; do it today. Get your Duet demonstration right away 
...and be money ahead in a matter of months. 


NOT 

ONE MACHINE, 
BUT Two... 
WITH TWICE 
THE ADVANTAGES 
TO vou! 


. ~- 


It’saDiazo machine It's a Photocopy 
unequaled for low- machine that 
cost copies. copies everything. 


CHARLES BRUNING COMPANY, INC. 


we ae " “ ‘ até 4 é 
e 
1800 West Central Road, Mt. Prospect, Ill. 
CLEARLY, YOUR CHOICE 1S BRUNING In Canada: 103 Church St., Torontol AM-10 
O I'd like a Duet demonstration, right away. 
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They are more automatic systems an ‘completely amen for 


maximum speed and efficiency. When matched job for job against 


other systems in their field, these new Burroughs B 200’s produce 
a significant increase in productivity. 


You no longer have to cope with complicated and costly erat: 


. ming. Present programming time and expense are reduced to a 
_ minimum through a powerful new li ad service ‘ey anda 


high-speed assembler. - 
And, with these highly flexible B 


same media as you’re now » Butta it’s prem: 
magnetic tape or Magnetic Ink Character Recognition. 


one of which is sure to satisfy your needs for faster, more efficient 


automatic data processing and for the management data that will 


_ help you operate your business more profitably. 
; eo full information call our 
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PUNCHED CARD 
ELECTRONIC COMPUTER SYSTEM 


B 260 combines collation, 
computation, summarization and 
hard-copy preparation all in one run. 
Highly automatic operation and 
scheduling. Completely buffered for maximum 
throughput. 


PUNCHED CARD/MAGNETIC TAPE 
ELECTRONIC COMPUTER SYSTEM 


B 280 provides maximum 
flexibility in on-line and off-line 
equipment utilization. Functions independently 


or can operate as a satellite to large-scale computers. 


Provides complete character sets for Algol 
and Cobol. Performs card-to-tape, tape-to-tape, 
card-to-printer, tape-to-printer and card-to-card 

operations at rated speeds of 
input/output devices. 


PUNCHED CARD/MAGNETIC TAPE 
ELECTRONIC COMPUTER SYSTEM 
with Magnetic Ink Character Recognition 


B 270 general purpose system 

for the full range of financial 
applications. Provides highest speed and 
lowest cost of MICR processing. Offers 

configurations especially designed for maximum 
savings in proof and transit operations. 
Also can operate as a satellite to 
large-scale computers. 


PUNCHED CARD AND LEDGER RECORD 
ELECTRONIC COMPUTER SYSTEM 
with Magnetic Ink Character Recognition 


B 250 is unique in handling financial 
and commercial applications where unit 
ledger records are desired. Processes directly 
from input item to output ledger. Offers the 
advantages of line printer, ledger processor, 
tape lister, MICR sorter/reader and 
card punching and reading. 


(Circle No. 13 on Reader Inquiry Card) 
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LEFT—Addressing masters are prepared on a Scriptomatic Card Writer. 
RIGHT—Along the bottom of each master, is a classification punch area. 


PECO’s high-speed addressing machine not only prints out addresses, but also tallies data punched on master cards. 


PUBLISHERS ENVELOPE CO. ACCELERATES 
CUSTOMER RE-ORDER MAILINGS 


With tab card addressing system 


By PHIL HIRSCH (free lance) 


ONE of the world’s largest sup- 
pliers of the weekly “offering” 
envelopes used in churches and 
Sunday schools, the Publishers En- 
velope Co., Richmond, Va., annu- 
ally sends postcard re-order forms 
to each of its 40,000 customers 
throughout the United States, Can 
ada and several other countries. 
Formerly, the addressing job  re- 
quired two full-time clerks, a 


number of part-time helpers, and 


several weeks’ work. Now it is com- 
pleted in two days by just one per- 
son. 

The genie responsible for this 


remarkabie time-work reduction is 
a high-speed addressing machine, 
which the company installed about 
a year and a hall ago. The type- 
writers it had been using until then 
turned out between 700 and 750 
addressed postcards per eight-hour 
day. The machine, manufactured 
by Scriptomatic, Inc., can address 
3,000 to 4,000 pieces per hour. 

In the Scriptomatic system, each 
customer’s name and address are 
typed on an ordinary tab card in a 
special reproducing dye. When a 
mailing is to be made, a deck of 
tab cards, containing all the names 
involved, is fed into the Scripto- 
matic machine, which automatically 


prints out the names and addresses 
of the customers on postcard re- 
order forms. 

Customer names and addresses 
are typed on the tab card masters 
by means of a Scriptomatic Master 
Card Writer, which is a standard 
electric typewriter that imprints 
both sides of a card simultaneously. 
The impression on the front is made 
through a conventional ribbon, 
while the one on the back comes 
from a roll of carbon paper impreg- 
nated with dye. This latter impres- 
sion can be duplicated more than 
200 times before fading. 

These tab card addressing masters 
cost Publishers Envelope (PECO) 
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transfer-a-matic 


TRANSFER-A-MATIC 


Copies everything up to 11 inches wide...150 
feet long. Perfect prints every time, in seconds! 
Insert the original—and only the original — printed 
on one side or both sides...out comes a perfect copy, 
automatically cut to size! No waste, work, worry. Clear 
black and white copies of all colors—pen, pencil, office 
stamps, typewriter, or type. Every one perfect. ..no 
‘“‘wastebasket copies!’’ No waiting for warm-up... self- 
starting. No messy ‘‘sandwiches”’ to peel apart. No contact 
with nail-staining inks or chemicals. Between feedings the 
motor sleeps—no wasted current. See it! Try it! Test its 
peed, Seep, GOREN. gnc mammeammmamwene 
Send coupon now. Ozalid, Dept. 125, Johnson City, New York 


Ozalid Transfer-a-matic 


Made only by Ozalid,® Johnson City, 
N. Y. Division of General Aniline & 
Film Corp. In Canada: Hughes-Owens 


Co. Ltd., Montreal. pg 
® | ADDRESS____ 
TRANSF ERON  , ... sein 
CONVENIENCE-COPY PRODUCTS | 


(Circle No. 42 on Reader Inquiry Card) 


| C1] More information please on the new 
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( I'd like to see it demonstrated on or about 
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NEW FROM BASSICK: 


THESE 
CASTERS 


IN LUXURY 


THey roll on deep-pile carpeting as nothing ever did before—easy, smooth, effortless 
and luxurious in looks, too! 

That’s the impression you’ll get from an office chair or fine furniture equipped 
with new “Bassick Ball” casters. 

* Distinguished modern design makes them ideal for the swankest executive 
Suite or the most opulent reception room or lounge. 

* Extra-wide tread and exceptionally fast, easy swiveling protects fine carpeting, 
allows easiest, most convenient furniture movement. 

* Simple, long-lasting mechanism is permanently lubricated—can’t squeak or bind. 

“Bassick Ball” casters are the latest contribution to office furniture looks and 
convenience by the manufacturer of the “Flo-Tork” chair tilt mechanism and a host 
of casters, glides and floor protectors for the office. 

When you’re buying office furniture, look for the Bassick accessories; they’re a 


simple but sure guide to furniture quality. 1.30A 


THE 
BASSICK COMPANY SU: eS 
BRIDGEPORT 5, CONN. Encellence] | 


IN CANADA: STEWART- WARNER Se Ton 


BELLEVILLE, ONT. 
(Circle No. 7 on Reader Inquiry Card) 


Automatic yearly 
sales analysis 


considerably less than a_ penny 
apiece. This low cost is an impor- 
tant consideration because the com- 
pany consumes several thousand 
cards a year in the process of adding 
new customers to its list and record- 
ing name and address changes that 
occur among existing customers. 

The cards can be stored in a 
minimum amount of space. PECO’s 
40,000 addressing masters are now 
housed in a tub file occupying less 
than 10 square feet of floor area. 

But, the biggest single benefit of 
the Scriptomatic addressing system 
is its speed. PECO is in a highly 
competitive business. The market is 
shared by about a dozen firms, each 
of which offers a quality product. 
Quite frequently, the one that so- 
licits the customer first is the one 
that gets the order. By shortening 
its addressing time to just two days, 
PECO has been able to get its order 
forms to customers ahead of most 
competitors. 

Along the bottom of each tab 
card in the company’s mailing list 
is a numerical code, running from 
one to 12, which is utilized to pro- 
duce a summary of order activity. 
The first two figures represent the 
period in which the last order was 
placed, the next four the year, and 
the next five the type of envelope 
ordered. The final number (12) 
used for miscellaneous data. All of 
this pertinent information is 
punched into the numerical code 
area. 

PECO’s Model 10-S Scriptomatic 
addressing machine senses and tal- 
lies this punched information auto- 
matically. At the beginning of each 
year, it scans the cards, counts the 
number of sales made during the 
preceding year, and classifies them 
by period, type of customer (church 
or Sunday school) , and/or type of 
envelope. The figures produced by 
this analysis help management plan 
operations for the coming year. 

A substantial percentage of the 
envelopes sold are printed well be- 
fore they are ordered. Until the 
company acquired the Scriptomatic 
addressing machine, the company 
was always in danger of over or 
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=> FOLDERS « INSERTERS 


Made by the originator of the postage meter... 149 offices in the 


& 


OCTOBER 1961 


Gertrude used to come in once a 
month, mail out our bills. Gertrude 
got married. Gertrude got babies. 
Good-bye Gertrude! Substitutes were 
hard to find, and not very satisfactory. 
Billing became a minor crisis. Then 
we found out about that little Pitney- 
Bowes folding and inserting machine. 
The 3300-FH isn’t nearly as pretty 
as Gertrude. But it folds and inserts 
our bills in an hour, not all day. 

Hand folding and stuffing are out. 
Too slow. Take too much time! Cost 
too much! Not accurate! The table 
model 3300-FH will fold and stuff up 
to 500 pieces in eight minutes — far 
faster and cheaper than girls. A 
double detector prevents skipping or 
doubling enclosures. Folds are sharp 
and accurate. The inserter unit can 
be used separately, or with any PB 
folding machine. Requires little space. 
Easy to set. Anyone can operate it. 


Pitney-Bowes 


U.S. and Canada, with nationwide service coast to coast. 


(Circle No. 43 on Reader Inquiry Card) 


For mailing statements, invoices, 
cards, bulletins, price lists, stapled 
sheets, even daily correspondence, the 
3300-FH is invaluable. It helps avoid 
office crises and work interruption, 
borrowing, hiring temporary people, 
and overtime. It adds greater work 
capacity to any office. And even in 
a small office, soon pays for itself. 

Ask any Pitney-Bowes office for 
the details. Or send coupon for free 
illustrated booklet and case studies. 
FREE: Handy desk or 
wall chart of latest 
postal rates, including 


parcel post map and 
zone finder. 


as six enclosures at 
once, then stamp and 
seal the env elopes 

at speeds up to 

6,000 an hour. 


iS ; The larger 3100 Inserter, 
~ —, with postage meter, 
\e és, can stuff as many 


PrtNey-Bowes, INC. 
2975 Crosby St., Stamford, Conn. 
Send free © illustrated booklet and “case 


studies” on PB Folding and Inserting Ma- 
chines; ( Postal Rate Chart. 


Name 


Address 
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— i |. lL Follow-up order soliciting made simple 


TY , OL. 


In “love at th sight,” the first 
impression is the lasting impres- 
sion, In business mail, the first 
impression is made by your en- 
velope, and an average of nine 
people see every envelope you 
mail. So make it a first impres- 
sion of quality and distinction— 
a “first look that lasts longer”’ 
(with Quality Park envelopes, 
of course). Your Quality Park 
dealer can tell you how to put 
that “‘love at first sight” idea 
into your business envelopes. 


Quality ok 


Lina Mpc Z 


A SUBSIDIARY OF STANDARD PACKAGING 
CORPORATION 


SOLD NATIONALLY THRU DEALERS 
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Los Angeles 


(Circle No. 45 on Reader Inquiry Card) 


underestimating advance printing 
runs because they lacked a detailed 
breakdown of the previous year’s 
sales. This meant, of course, that it 
Was quite possible to run short later 
on, or end the year with a large 
stock. Copy on some offering en- 
velopes changes from year to year, 
and if too many of these were 
printed, they had to be written oft 
as a total loss. The annual statistical 
tallies produced by the addressing 
equipment have reduced this prob- 
lem greatly. 

The Scriptomatic equipment will 
not only count all the customer 
classifications represented along the 
edges of tab cards, it will also ad- 
dress literature to any one or more 
of the addressees and exclude the 
others. When PECO wants to aim 
a mailing at those customers who 
have purchased a particular type of 
envelope, for example, or those who 
have ordered in a certain period, the 
Model 10-S machine does it 
matically. 

With the old system, PECO had 
to type each customer’s name and 
address as many as three times 
once on a mailing list file card, 
again on the business reply postcard 
containing the renewal order blank, 
and finally on a reminder form 
which mailed a few months 
after the renewal form to customers 
whose orders hadn’t come in. Now, 
the information is typed just once, 
on the tab card, and all necessary 
addressings are obtained mechanic- 
ally from the Scriptomatic masters. 
This not only saves time, 


aUulo- 


Was 


but in- 
creases addressing accuracy as well. 

The names for the follow-up so- 
licitation used to be pulled manu- 
ally from the company’s file card 
mailing list. This meant someone 
had to search through 40,000 names 
to find the 6,000 to 8,000 customers 
who needed reminding. The new 
equipment now does this job auto- 
matically; it scans the edge of each 
card and addresses only from those 
which lack a punch for the current 
year. 

By switching to a flexible, high- 
speed, tab card addressing system, 
PECO has not only simplified and 
expedited its mailing operations, 


but can compile valuable sta- 
tistical information — that 
available before. Also, renewal order 
forms reach the customer 
which is of tremendous help in 
soliciting business. 


wasn't 


sooner, 


“These benefits should be enough 
to repay the cost of the equipment 
alter a few years’ operation,” reports 
R. C. Siegfried, PECO’s assistant 
sales manager. & 


Coat and Hat Racks 


1” Tubular Steel 
Mirror Bright Chrome 


36”’ Double Shelf Rack $16.45 


Single, Double and 
Triple Shelves. Attach 
on standard 16” stud 
centers. Available in 
24-36-48-60-72 inch 
lengths. 


Floor Stands 
FS-236 Double Shelf 
asshown $43.95 
1/2” square posts. 
Floor Stands for 36” 
48”-60” and 72” 
Costumers, with or 
without casters. 

Also available 
Floor Pedestals 
Wall Brackets 
Row of Hooks 


Hangers 
Sturdi Wire or 
Tubular Steel in 
open and closed hook. 


Ventilated Comfort 


BEVCO chairs “breathe” 
No Office “Hot Seat” 
with 

BEVCO Chairs 


Increase Efficiency 
Have More Comfort 
Longer Wear 

Less Maintenance 
Higher Quality 
Lower Cost 
Variety of Color 
Stain 


Fad > Proo . —_ 
Tip. a ~ 


Quality tubular steel. Seng tilt mechanism, 
nvion thrust bearings. 2’ hooded, double row 
oilless ball bearing casters, removable pin. 


BEVCO Precision Mfg. Co. 


831 Chicago Avenue, Evanston, III. 


FS-236 


Stretch 


(Circle No. 9 on Reader Inquiry Card) 
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ALLIED/EGRY ——_ 
Business forms AND service 


Modern Tabulating Systems belong in your office 
for two basic reasons . . . to provide vital operating 
information in the least possible time, and to re- 
duce accounting costs. The equipment used, the 
systems employed and the design and quality of 
forms used combine to establish efficiency of your 
people. 


Do You Have The Right Combination? 


An Allied/Egry man, experienced in equipment, 
systems and forms, can give you the answer. He’s 
a specialist in the development of new time-saving 
methods, systems and procedures, or in the analy- 
sis and improvement of existing systems. He’ll 
save you time and money, too, on the purchase of 
any business form. Allied/Egry quality forms are 
produced in 8 plants, strategically located and 
completely staffed to give you fast, efficient serv- 
ice. Want proof? . . . Call Allied/Egry today. 


CHECK YOUR 
FORMS 
REQUIREMENTS 
WITH 
ALLIED/EGRY 


[.] Marginal Punched 
Forms for tabulator 


or typewriter 


Allsets--one-time 
carbon unit sets 


Register Forms 
Billing Machine Forms 


| Fanfold Forms 


Foldover Statements 


Key-Rec Receivin 
Systems — Industrial 


(A ALLIED /EGRY susiness systems 


Boston * Dayton * Hartford * Houston 
Kansas City * Los Angeles * Philadelphia 
In Canada: Egry Continuous Forms Ltd.—Toronto * Montreal 
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PANHANDLER OR PROBLEM HANDLER? 


Anadministrator’s decisions may be a plea for personal acceptance 


By RAY E. BROWN 


This is the fourth and final part of 
a series by Mr. Brown, a professor at 
the Graduate School of Business, Chi- 
cago Unwwersity. 


A SUCCESSFUL ORGANIZA- 
TION is as susceptible to middle- 
aged spread as a_ self-satisfied 
potentate. Because things are going 
well, the administration is prone to 
let well enough alone and rest com- 
fortably on its laurels. It develops 
a disdain for its competition. Feel- 
ing that it has the resources and 
ability to outrun the opposition, it 
ignores the progress being made by 
competitors. This complacency, it 
it lasts long enough, could permit 
one or more of the competitors to 
dethrone the slumbering organiza- 
tion. 

Administrative slumber may be 
due to the inability of the admin- 
istrator to recognize changes in the 
environment. These changes are 
often subtle and obscure, and if the 
administrator waits for their back- 
fire to awaken him, he may waste 
away the time when adjustment 


would have been easiest, or even 
still possible. 

One sure thing about organiza- 
tions, though, is that they will 
change continuously, even without 
definite administrative planning. 
Usually, most of this unplanned 
change is a natural adjustment in 
the general direction of the estab- 
lished goals of the enterprise. It 
involves spontaneous responses on 
the part of individuals and units at 
various levels of the organization to 
the problems and situations con- 
stantly confronting their respective 
activities. Up to a point, this is 
desirable, but, if overdone, could 
throw the organization into disor- 
ganization. In the long run, there is 
no substitute for centralized admin- 
istrative planning. 

Besides complacency, there are 
other factors which delay, and olten 
squelch, needed administrative 
changes. None are more compelling 
than organizational loyalty and ob- 
ligation. Loyalty is an adhesive that 
helps hold the organization togeth- 
er, and consequently, disloyalty is 
considered an intolerable sin. The 
administrator knows loyalty can be 


THE ART AND SCIENCE OF ADMINISTRATION 
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purchased only through trading in 
kind; he gets back as much as he 
gives. Sometimes, he is forced to 
forsake other values for the sake of 
loyalty. Because of loyalty restric- 
tions, he does not always have a free 
hand in making needed changes. 
While there is no complete an- 
swer to this problem of the demands 
of loyalty, the administrator should 
keep in mind that freedom of ad- 
ministrative action is, at best, an 
indentured freedom, and he is wise 
to safeguard his reputation tor 
loyalty within the organization. 
The administrator can mortgage 
his freedom of action even further 
by practicing the sort of administra- 
tion that places him under obliga- 
tions to others. He may become 
obligated by accepting favors and 
gifts from people, both inside and 
outside the organization, who seek 
to buy his influence. Or, he may 
barter for the organizational sup- 
port of his associates by promising 
to aid them in return. Simply stated, 
this is just a matter of “you scratch 
my back and I'll scratch yours.” 
This means the administrator, 
over a period of time, creates a 
number of back-scratching alliances 
that restrict his freedom and inhibit 
change. Admittedly, some recipro- 
city is necessary for him to obtain 
effective backing, but he must rea- 
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WILL GIVE YOU SHARPER, CLEARER COPIES 


ROYAL’S ROYTYPE’, PARK LANE” CARBONPAPER is longer lasting—strengthened 
with tough vinyl plastic. Its ink contains pure carnauba wax to prevent smudge. The 
best raw materials go into Park Lane, the best carbon copies come out—no matter 
what machine you use. Each box clearly labeled for quantity and quality. = Park 
Lane maintains the same high standard of all Roytype products—and there are 
thousands to fit every office need. = Call your nearby ® 
Royal representative for advice on ribbons, carbons, sten- GYAL 
cils or any other office material. He can help you select 


just what you need. Royal McBee Corporation. SPECIALISTS IN BUSINESS MACHINES 
(Circle No. 47 on Reader Inquiry Card) 


7— 2, Bee es: GS Se Oe Ce 
WON’) GURL | 
| s 
2 
i » P 
A) a ——s - 2 
a a HRs ¢eige i Se 
eee ee a ae " 
: a . Ba 
WOH . Aik Lene * S -Wlh Lik: " 4 
— —— — a, ——— , , f 
eS — a ~ == o= = —— : — eee ; 
— Le —— nn ay —— a J " : 
7 
” . , ai a ’ 
in ee tp ViI0 . 
he i 
we rare a = = Spaeaael > ‘ : 
of ae =a A . 
ee ae oa — ahs ) 
in- KY . YG y | 
ls ih ine YB Sate Zon | : 
ild — ” :. 
an . ata : “ 
for = = = . = ‘ 
her rad : 
ra- " 
me j 
nd 1961 ROYAL Mca ‘ 
ind 2 
nay q 
up- i. 
ing ‘ 
ed, 

@ 
tch 
tor, a 
ba | 
Ices ; 
ibit 
pro- 
fain 3 
rea- F 

51 | 
gl se Reais | ~y , aes b aig , — Ce - ii 
jee ae ic » & «ee al es a4 i —— - = ews 


The desire to be a “good guy”’ can melt the administrator into a 


lize that the overly-obligated ad- 
ministrator can be branded as a 
company panhandler, rather than 
a problem-handler. 

An administrator’s efforts to in- 
troduce changes can be checkmated 
by boycott, as well as by his own 
alliances. When the aggressive ad- 
ministrator steps on toes to make 
changes, he stimulates the formation 


of mutual protection pacts against 
himself. The pact-lormers usually 
resist his new ideas and projects. 
This type of resistance may take the 
form of sudden support by one or 
more departments for the systems to 
be changed, or complaints about 
the potential problems within the 
proposed change. 


On the other hand, the desire to 


‘WAYS TO FIND 
PROFIT DOLLARS 


by cutting filing costs with SPACEFINDERS! 


“Profit dollars” in your filing department? Yes! We can show you how 
to cut costs, improve filing operation and discover ‘‘profit dollars’’ with 
Spacefinder Filing System. Write for brochure with the facts! 


SPACEFINDER CABINETS 


MONEY-SAVING SPACE- 
FINDER FILING SYSTEM 


... utilizes two unique files. These are welded cab- 
inet Spacefinders with retractable doors or open 
unit Spacefinders, where portable boxes “package” 
documents —to produce maximum flexibility and ver- 
satility. Both accomplish a better job for less money. 


You can make proven savings in filing time, increase 
efficiency 45 to 50%. Savings in time and space 
are documented, photographed, and signed—proven 
in Spacefinder installation case histories — by filing 
managers of typical businesses. Here are examples: 


scorns | 4 Company — doubled efficiency, saved 


UNIT SPACEFINDER 


You can make savings like these! 
Write today for ‘Profit Dollars’’ 
brochure shown above —and find 
out how to cut costs on filing ! 


Pr 40% 
ey Data pone Manufacturer—got copies of 
Ai, engineering drawings to personnel five times 
Ve faster, used 50% less space. 
fn) Savings and Loan Association— increased effi- 
, ciency 50%, cut space required 40%. 
gy insurance Company — proven labor savings of 30 
bad to 35%! allowed large expansion in existing 
Prey filing space. 


HOME OFFICE: 995 Market St., San Francisco 3 


TAB 
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be a “good guy” may also deter the 
administrator from making innova- 
Change can be painful and 
unpopular. It often means applying 
new pressures to nice people. 
administrator must remember, 
ever, 


tions. 


‘The 
how- 
that he is competing lor ex- 
cellence, not popularity. He must 
cater to the changing environment 
before he can cater to congeniality. 

The desire lor acceptance is in- 
herent in the administrator bec 
his success depends upon the or- 
ganization’s endorsement of his 
ideas and quite often, this endorse- 
ment is swayed by his personal 
reputation, However, if he lets this 
desire to be accepted get out of 
hand, he can become known as a 
genial fellow who leans over back- 


cause 


~ward to please. Untortunately, the 


_clothes which 


trouble with leaning over backward 

is that it marks 

pushover. 
Friendship and kinship can in- 


one as an easy 


fluence administrators to a_ great 
extent. Patronage and nepotism, 
usually associated with govern- 
mental agencies, flourish in) many 


business organizations. Most family- 
controlled enterprises, and some of 
the large publicly-owned ones, prac- 
tice a form of administrative 
“fteatherbedding” in which jobs are 
found in the company for triends 
and friends of friends. ‘This situation 
often handcufls an administrator to 
the inescapable arm of personal re- 
lations. He can't turn around when 
the need for change arises, without 
turning on his friends. 

Some administrators are reluctant 
to attempt change because they have 
been told that people resent and 
lear it. As a generalization, though, 
this is not true. People often relish 
change. Advertising studies show 
the power of the word “new.” One 
only has to read advertisements to 
see that more emphasis is given to 
newness than any other quality. An 
interesting and convincing example 
of the readiness of people to change 
is the almost universal and radical 
change in the styling of women’s 
occurs nearly every 
year. 

Reaction to change always seems 


a! to be specific and individual. It 
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arises from the individual’s anxiety 
concerning personal consequences. 
He isn’t afraid of change, but rather 
he is anxious about how it will 
affect him. Therefore, people should 
be given some notion of what a 
change involves, 30 they can mea- 
sure its personal implications. Of 
course, this will not guarantee their 
approval of it. If it is not in keeping 
with their personal interests, they 
can be expected to resist it. 

Resistance may prevent some 
changes and slow up others, but it 
is no excuse for administrative de- 
fault. Changes can be made despite 
it, especially when they are appro- 
priately engineered. In other words, 
for a change to be acceptable to 
organization personnel, it must offer 
improvement and definitely be ad- 
vertised as “worth the trouble.” 
Also, its goals must be foreseeable 
and attainable. 

Change presupposes evaluation 
and planning. This can use up 
much administrative energy and 
time. An overburdened adminis- 
trator has little of either to spare. 
If he doesn’t have the time to 
implement required changes, he 
probably doesn’t have the time to 
see that they are necessary. Problems 
usually pop up one after the other, 
and the administrator can become 
so involved with them that he has 
no time for anything else. As with 
the journals that he puts aside to 
read in his spare time, potential 
changes are likely to be put on the 
shelf until the pace lets up, which 
may never happen. 

Neither change, nor the evalua- 
tion and planning which precede 
it, are really free-time activities. 
They should be granted a high pri- 
ority claim on an_ organization's 
administrative time. If daily obliga- 
tions are so heavy as to preclude 
adequate time for keeping the or- 
ganization in step with its environ- 
ment, the administrator should 
audit his time and that of his col- 
leagues. The interest they don’t pay 
to the changing environment today 
will eventually compound and lead 
to administrative bankruptcy, or as 
it was called at the outset, “‘organ- 
izational middle-aged spread.” 
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Waiting for the mail 


gives girls a chance to primp! 


«I» 


They might as well! Nothing gets 
done, in most offices, until the mail is 
opened and distributed. If you'd like to 
get work started earlier in your office, 
get a MailOpener. 

@ Why? Because a MailOpener opens 
the mail far faster, more efficiently than 
anybody can do by hand. It snips a slight 
hairline edge off any envelope, easily, 
neatly, quickly, leaves the contents 
intact. Opens envelopes of any size, any 
weight, any stock. Big time saver. 

e Three models, electric and hand 
operated, for a lot of mail or a little. 

e@ Ask the nearest Pitney-Bowes oflice 
for a free demonstration. Or send for 
free illustrated booklet. 

FREE: Send for handy desk or wall chart of latest postal 


rates, with parcel post map and zone finder. 


Pitney-Bowes 
MAILOPENERS 


Pirney-Bowes, Inc. 
2965 Walnut Street, Stamford Conn. 


Originator of the postage meter... 
149 offices in U.S. and Canada. 


— 
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Double your secretary’s worth... So 


Cut your own work load in half... 


Elnecutive >? — 
Secretar 


Send Her This FREE Guide Today! 


Simply return coupon below to get this free 
guide for your secretary. This 201-page vol- 
ume, The Executive Secretary, is packed 
with hundreds of useful tips that sharpen 
your secretary's skills, speed up her work, 
and double her value to you. It explains 
everything from good grooming to work- 
saving aids that let her take more of the 
load off YOUR shoulders. 

It comes to her—FREE—with an introduc- 
tory subscription to P.S. for Private Secre- 
taries . . . the new, high-level secretarial 
aid that offers the practical guidance she 
must have to give YOU more help. Most 
secretaries are WILLING to do more—they 
just don’t know how. P.S. for Private Sec- 
retaries shows them how. 

Week by week, you'll find your secretary 
ready and ABLE to take over more and 
more of the piled-up work on your desk. 
She'll accept more responsibility, handle 
more details with fewer questions and less 
time-consuming explanations . . . everything 
from writing correspondence to running 
things efficiently when you're away. 

You'll be able to concentrate on vital mat- 
ters that directly affect your company’s 
growth and profits—freed from routine time 
wasters. 


And P.S. as a recognized professional guide 
for secretaries is COMPLETELY TAX DE- 
DUCTIBLE! You can deduct its full cost 
from your yearly tax bill. It comes to your 
secretary twice each month (24 informative 
issues a year that train her to take every 
last detail off your hands) at a cost of only 
$1.25 a month! Mail the coupon now and 
we'll send her the very next issue the mo- 
ment it is off the press. She will also receive 
a FREE GIFT copy of “THE EXECUTIVE 
SECRETARY.” 


1 The Bureau of Business Practice 

: Dept. 5631-M1 

1 New London, Connecticut 

f Please start my secretary's introductory 1-year 
B subscription to P.S. for Private Secretaries 
§ right away—-and send her a free gift copy of 
§ “THE EXECUTIVE SECRETARY.” I un- 
8 derstand that the cost is $1.25 per month, to 
4 be billed 15 days after first issue is sent. 
a 
t 
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7 
7 
4 
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IN THE OFFICE 


FILMED PUNCH CODES FED TO A COMPUTER 


Procter & Gamble practices the “total systems” principle 


A NEW SYSTEM of transmitting 
filmed punch codes into a computer 
for unscrambling and analysis has 
been developed by Associated Sales 
Analysts, Inc., of New York City, 
in conjunction with the Photologics 
Company. The coded matter is 
photographed in a special camera, 
called the Photologics Recorder, 
and the developed film is then fed 
into a photo-electric scanning device 
that reads the information directly 
into the computer. 

This is probably the first com- 
mercial data processing system in 
which filmed information is fed into 
a computer without first being trans- 
ferred to magnetic tape. 

The first application of the new 
system has been in the retailing 
field, where store clerks detach a 


The magazine-loaded Photologics Record- 
er automatically films punched tickets fed 
into it in this manner. Should a ticket be 


54 


punched sales stub from each article 
of merchandise purchased. At the 
end of the day, all such stubs are 
photographed on the premises in 
a Photologics Recorder. On the 
film, the sales stub punch codes 
show up as black dots on a white 
field, which is the only pattern that 
can be unscrambled by the com- 
puter, 

While the actual photography of 
the sales stubs is done at the stores, 
the film must be sent to Associated 
Sales Analysts for development and 
computer analysis. Photologics Re- 
corders for filming sales stubs in 
stores are available on a rental basis. 

In the future, the Photologics 
system is expected to be utilized for 
the electronic analysis of business 
and industrial data, such as inven- 


pK eB Rites 
‘ 


Wiss Me. te Soon. 


inserted incorrectly, an internal buzzing 
device immediately warns the operator to 
re-feed the ticket. 


tory, shipping, production, and 
sales records. 


EDP is unified at 
Procter & Gamble 

Procter & Gamble’s approach to 

the “total systems” concept of elec- 
tronic data processing was recently 
detailed by vice-president James M. 
Ewell in a talk delivered to mem- 
bers of the American Petroleum 
Institute. Here are some of Mr. 
Ewell’s interesting remarks: 
“... The subject of total systems 
is receiving a tremendous amount 
of attention these days. Almost any 
conference or seminar held by or- 
ganizations such as the American 
Management Association devotes 
considerable time to the subject. 
Every periodical that has to do with 
management or data processing has 
a heavy sprinkling of articles whose 
titles contain the words, ‘total sys- 
tems,’ and many speeches are being 
given on the subject. 

“The words, ‘total systems,’ mean 
many things to many people. For 
example, it is reported that Bell 
Helicopter has taken the total svs- 
tems concept approach to the com- 
pany’s data processing needs by 
designing a single system that cuts 
across existing department bound- 
aries, bringing all major operating 
systems into one functional organ- 
ization. 

“In processing orders for heli- 
copters which do not require new 
engineering design, Bell has only 
to state the basic order information 
in punched card form. From this, the 
computer develops all data necessary 
to carry out the interrelated func- 
tions of buying, receiving, storing, 
production scheduling, dispatching 
and control, shipping, billing, and 
accounting. Optional management 
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Verifax Bantam Copier, Model A, only $99.50—other models to $425 


Exclusive Kodak Verifax Copying Feature 
cuts office copying costs up to 50% 


Why pay first-copy price for each 
extra copy you need? 
With a Kodak Verifax Copier vou 
turn out extra copies from the same 
Magic Matrix used for the first copy. 
This can add up to big savings in 
any office where extra copies are 
regularly needed to keep evervone 
posted and in systems work, 
where extra copies are a must. 
Simple arithmetic shows just how 
great your savings are. Compare 
with any other copying method: 


Cost of the first Verifax copy—includ- 
ing sheet of Magic Matrix—is only 
about 9¢. Each extra copy made from it 
(and vou get at least four) costs less than 
I¢. And these Verifax copies are dry, 
complete, easy to read . . . are on 
letter-size, bond-type paper. But see 
for yourself, 

Call local Verifax Dealer for free 
oflice demonstration. (See Yellow 
Pages under Duplicating or Photo- 
copying machines. ) Or mail coupon. 


Prices quoted are manufacturer's suggested prices 
and are subject to change without notice. 


[erifax’ Copying DOES MORE ... COSTS LESS 
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Magic Matrix GIVES YOU EXTRA 
COPIES FOR LESS THAN 1° EACH! 


Eastman Kodak Company 
Business Photo Methods Div 
Rochester 4, N.Y. 


Gentlemen: Please send 


72-10 


free booklet on savings and short cuts 
with Verifax Copving. 

[] Check here if you now have a 
Verifax Copier. 
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AM AUTOMATION Ar IN THE OFFICE 


decisions are entered, on the basis 
of human editing, only after all the 
basic data processing work is done 
to carry out all the above functions. 

“The Shell Oil Company reports 
that it is on the threshold of a 
completely integrated management 
information system that will encom- 
pass point of sale of petroleum oil 
products at the plant level through 
final financial consolidation of fig- 


= Prices F.0.B. New York—Slightly higher Denver 


How to sprout a corporate data center and 


ures by Shell's data processing center 
in New York.... 

“To us in Procter & Gamble, our 
total system is the entire business. 
This ‘total system’ involves the par- 
ent company and its subsidiaries 
made up of many line and_ staff 
divisions 
world. ... 


located throughout the 


“We have tried to be very down 
to earth and practical in our ap- 


ae cs 


iz 


and West 


...our Thomas Collator earns its 
$14950 cost every 2 months!” 


Time savings does it! With the Gatherette electric 
collator one girl collates where before it took three! 


What’s more, she does it comfortably at her desk. 
And when she’s finished, the lightweight and 
compact Gatherette is no trouble to put away. 


Why continue tiring, time-wasting hand 
gathering of duplicated sheets into sets? 

A Gatherette can work wonders in savings and 
morale! The Thomas people will gladly 
demonstrate that. Write them today and see. 


Thomas Collators Ince. 


100 Church St., Dept. E1, N. Y. 7, N. Y. 
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proach to the use of electronic data 
processing. The cost of the equip- 
ment required to operate in these 
areas not only is quite high, but the 
investment of time and people re- 
quired to make worthwhile applica- 
tions is even higher. We, theretore, 
determined at the outset that we 
would enter the data processing field 
only in those areas which had a 
definite return. This does not mean 
that we necessarily chose the study 
which promised the greatest returns 
as our first order of-business. Rather, 
we did a great deal of studying to 
determine which over-all areas would 
prove to be the basic building blocks 
upon which the entire system might 
be constructed. ‘Today, we find that 
our applications are, on the average, 
vielding very satisfying net savings. 

“We have evolved a three-phase 
approach which has proven most 
successful for us. 

“The first phase, quite naturally, 
involves study. .. . A thorough study 
to evolve the design of the system in 
outline form and to forecast its 
capabilities must precede the actual 
that a new = system be 
originated. .. . 

“When a... study has indicated 
that an area lends itself to a data 
processing application which will 
justify the effort required, it is then 
time to take the second step, which 
may be termed installation. It is in 
the second phase that the broad 
outline developed during the study 
is expanded and the thoughts of 
operating people are incorporated. 
... Departments that have not pre- 
viously been involved in a_ data 
processing application may receive 
considerable instruction at the same 
time they are being helpful on the 
details required by the system. 

“In the third phase, we enter the 
area of full operation. Here the 
system, which has been completely 


proposal 


worked out, test run, and = de- 
bugged during the installation 
phase, now becomes a_ part of 


regular operations. ... 

“Many companies have found it 
useful to have data processing report 
to the comptroller. We, ourselves, 
started out in this way. Later, as 
we recognized the growing benefits 
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future EDP’ers 


which would come from doing scien- 
tific, as well as commercial data 
processing, and as we began to in- 
corporate more and more mathe- 
matical techniques in our commer- 
cial systems, we shifted the data 
processing responsibility. Now it is 
joined with a number of stall opera- 
tions which cut directly across all 
operating divisional lines and are 
truly corporate in nature... . 

“To provide the maximum pos- 
sible capacity, it was clear to us 
that as much data processing as 
possible should be brought together 
in a center which could then be 
equipped with the most  sophisti- 
cated equipment that could be jus- 
tified. We, therefore, have what we 
term a corporate data center, ope- 
rated by the Data Processing Sys- 
tems Department. This center has, 
and always will have, the most 
up-to-date and highest capacity 
hardware in the company. This 
center not only serves as the heart 
of our entire data processing sys- 
tem, but is the location of research 
on corporate systems and hardware. 

“To best serve the needs of the 
business and to reduce the hazard 
of too great centralization, we visu- 
alize other data centers at locations 
distant from = our corporate head- 
quarters center. These regional data 
centers may be either major or 
minor depending on the hardware 
which each justifies. They would all 
be linked with each other and with 
the corporate data center by wire 
to provide the speed of tele-process- 
ing and back-up for each other. The 
entire network would be operated 
by the Data Processing Systems 
Department. We feel this is correct 
because the systems upon which the 
hardware operates will touch all 
departments from buying through 
manufacturing to sales and account- 
Me eae 


Future programmers 
being trained early 


Here's some good news for you 
data processing managers who are 
complaining about a shortage of 
trained programmers and computer 
operators. Reinforcements are com- 
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One of the teenagers who recently mastered computer theory and operation at a 
Connecticut high school confidently tests himself on a Royal Precision LGP-30. 


compare the 
all-new 


DAVIDSON 
DUALITH “j@ ) | 


For amazing new efficiency & economy 
in office & business printing 


Now this one compact, superbly styled Davidson Dualith 500 will handle virtually every 
office and business printing requirement. 


For quality and efficiency the new Dualith 500 is unequalled. It delivers up to 8,000 top- 
quality, money-saving impressions per hour...up to 16,000 on “both sides at once” jobs. 
Its operation is quieter, easier and far more convenient. And its increased productivity 
and other cost-saving features will delight the time- and motion-study engineers! 

Add to this its attractive appearance, the smart new decorator colors available and the 
printing flexibility and versatility of the Dualith 500, and we are sure you will agree it’s 
the biggest advance in small offset equipment in more than a decade! Send today for 
colorful brochure. And better yet, see a demonstration! Consult the “Yellow Pages” for 
the Davidson office nearest you or write directly to 


(RAB) DAVIDSON CORPORATION 


Subsidiary of Mergenthaler Linotype Company 
29 Ryerson Street, Brooklyn 5, N. Y. 


YEARS AHEAD IN DESIGN—MILES AHEAD IN PERFORMANCE 
(Circle No. 15 on Reader Inquiry Card) 
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AM AUTOMATION Ar IN THE OFFICE 


ing! An experimental four-week 
course in electronic computing was 
held for high school students in 
Westport, Connecticut, this sum- 
mer, and according to their instruc- 
tors, the youngsters learned to pro- 
gram and operate computers faster 
than most adults noty do. 
Heretofore, the earliest educa- 
tional level for computer training 
has been in undergraduate college 


A GUIDE TO 
FORTRAN 
PROGRAMMING 


By DONALD D. McCRACKEN, Me- 
Cracken Associates, Inc. The first 
book on FORTRAN, a computer lan- 
guage designed primarily for scien- 
tific and engineering computation— 
a problem-stating language quite 
similar to ordinary mathematical 
notation. With FORTRAN at his com- 
mand, the reader can write pro- 
grams with only a short period of 
instruction and no detailed knowl- 
edge of the computer itself. The 
book explains the two major types 
of FORTRAN, distinguishing between 
big-machine and small-machine ver- 
sions. Many exercises and worked- 
out problems. 


1961. 88 pages. $2.95 

ORGANIZED 

EXECUTIVE 
ACTION 


Decision Making, Communication, and 
Leadership 


By H. H. ALBers, University of 
Iowa. Shows how the contributions 
of such diverse disciplines as infor- 
mation theory, operations research, 
semantics, accounting, and group 
dynamics are integrated into an ef- 
fective managerial process. In ef- 
fect it is a systematic analysis of 
basic elements of executive action, 
presented within the framework of 
four main themes: hierarchy, pro- 
cess, perspectives, and economy. 


1961. 586 pages. $8.50 
Send now for on-approval copies 
JOHN WILEY & SONS, Inc. 


440 PARK AVENUE SOUTH 
NEW YORK 16, N. Y. 


Wily BOOKS __ 
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Bell Telephone System links distant computer 


courses. The Westport experiment 
was one of several pioneering pro- 
jects recently designed to test the 
abilities of younger students to 
grasp the fundamentals of computer 
theory and practice. 
Directed by Maureen 
computer trainer for the Royal 
McBee Corporation, the course at 
Staples High School in Westport 
was attended by 16 boys and girls 
ranging in age trom 15 to 17. They 
were trained on a Royal Precision 
LGP-30 digital electronic computer. 
The class met for three and one-hall 
hours daily, five days a week. At the 
conclusion, Miss Smith said, “The 
students are capable of program- 
ming the computer right now.” 
It is expected that by next fall 
computer training will become a 
part of the curriculum in a goodly 
number of secondary schools. 


Smith, a 


Data communications 
via Bell System 

An ultra - last’ Communciations 
system linking its data processing 
lacilities in New York City and 
Poughkeepsie, New York, has been 
established by the IBM Corporation, 
in conjunction with the New York 


Telephone Company. IBM 1945 
magnetic tape transmission units 
send information between the two 


points over telephone cable and a 
Bell microwave radio network 
diagram on next page for 
selup) . 


(sec 
civcuil 
Information can now be sent in 
either direction, or both ways. si- 
multaneously, at a speed of 15,000 
characters per more than 
1,000 times as fast as human speech. 
This could even be increased to 
62,500 characters per second, the 
sending and receiving capacity of 
the IBM 1945 unit, with modified 
telephone company data transmis- 
sion equipment. 


second, 


Belore this communications  sys- 
tem was set up, programming ma- 
terial had to be dispatched back 
and forth between 
and New York, a distance of 68 
miles, by messenger. Now, program- 
mers at either location can test their 
work on computers at the other end 
by sending their programs and_re- 


Poughkeepsie 


‘& VIP’s do keep de- 


ceiving back processed results over 
the telephone company channels. 

Furthermore, this system permits 
the two computer centers to balance 
their workloads. If, for example, 
there is no tree time on a computer 
in Poughkeepsie, its counterpart in 
New York City can be used. 

Such data communications could 
be established for any large organ- 
ization with multiple computer fa- 


Are YOU tax-safe? 


Expense Deductions must have 
Complete Supporting Data 


Most firms 

use BEACH'S 
Weekly & (they lead) 
Monthly in sales) 
Books, 
Weekly 
Sheets 
Complete, 


compact, convenient 
BEACH’S are so easy 
to use, that salesmen 


tailed records! The 
Weekly Books have 
ample listings for all 
entertainment data. 


At Stationers, or Write 


BEACH PUBLISHING CO. 


19829 W. McNichols Road, Detroit 19, Mich. 
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THE LETTEREX CORPORATION 


(a division of Allled Paper Corporation) 
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- This is how IBM’s New York and Poughkeepsie facilities com- the Empire State Building (3). From there, the data is sent by 
) municate. From the IBM center in the Time-Life Building in Bell microwave radio to the Poughkeepsie central office (7) 
{ New York City (1), data flows over cable through the West via relay towers in White Plains (4), Pleasantville (5), and 

50th Street telephone central office (2), then on to the phone Poughquag (6). At Poughkeepsie, it is transmitted by cable 
company’s microwave transmitting and receiving center atop through IBM’s South Road labs (8) to the computer center (9). 
; cilities. As Walter A. Giles, New being sent over telephone lines, bits a second. Also, Bell Telephone 
5 York Telephone Company vice- authorities predict that the time — Laboratories is developing a brand 
president, says, “It can take place will come when machine-to-machine new pathway for transmission — a 
not only between Poughkeepsie and talk over communications channels — method of using light waves like 
New York City, but between any will equal today’s human talk over radio waves, Eventually, this meth- 
other points in the country. In fact, telephones. od may make it possible to transmit 
it was achieved recently in an ex- To prepare itself for this com- data at incredible speeds, plus tele- 
perimental transmission from Los munications boom, the Bell System — phone conversations by the millions 
Angeles to New York City.” is already perfecting a method of | and_ television programs by the 
Although a relatively small — transmitting data to distant points hundreds, over a single beam of 
amount of machine data is currently at speeds over one-and-a-half million light. - 
- a 
Secretaries never die... 
They just stay young indefinitely*—that is, if they use 
" Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
- already using it (and note how fresh and vivacious she 
looks—even at quitting time). She’ll tell you what nice 
copies she gets, how clean they are. And she’ll be equally 
enthusiastic over Grip-N-Pull’s other features—automat- 
ic warning of last typing lines, automatic rotation, 
automatic alignment. 
You too can stay young indefinitely* by letting Grip-N- 
Pull carbon paper make your work easier and pleasanter. 
And your boss will be interested in knowing that Grip-N- 
Pull, with all its advantages and long wear, still costs no 
more than regular carbon paper which does not have the 
exclusive patented features of Grip-N-Pull. 
*The only exaggeration (one we hope will cause a smile) in this message. 
All carbons are removed quickly in one 
clean operation, using uncoated edge. 
\ Clean hands, clean work, clean desk. 
Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 
FREE samples when requested on com- 
pany letterhead. 
“Over Sixty Years of Good Impressions” KEE ox. at ai aoe 
CARBON PAPERS AND INKED RIBBONS 
Sold through KEE-LOX branches and selected independent stationers 
(Circle No. 33 on Reader Inquiry Card) 
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NO 

OTHER 

PAPER CUTTER 
BUILT 

SO WELL 

TO SELL 

so LOW 


a 


the precision Paper Cutter 


Pte oa ee : 


: ores oar: a 


! 
. 


f SIZES 14” & 18" 


(€201/2” MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
See our. other advertisement on page 78 
(Circle No. 36 on Reader Inquiry Card) 


Keep on Top of Every Operation 
With Visual Magnetic Aids 


“Maggie” Magnetic Visual Control 
Boards offer the easiest and quickest 
way to chart sales, traffic, personnel or 
any other phase of your business. Color- 
ful, magnetic indicators tell you at a 
glance if everything is in the right 
place at the right time. No cards, pegs 
or other nuisance devices to replace 
because “Maggie” Boards with mag- 
netic indicators last indefinitely. They 
pay for themselves many times over 
because the first cost is the last cost. 


Write for FREE catalogue on the most modern 
and flexible control system available today 


MAGNETIC AIDS, INC. 


FORMERLY MAGGIE MAGNETIC come  / 
.11 WEST 42nd STREET + NEW YORK 36. NEW YORK 
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ma\Vi Tips for the office 


THOUSANDS of people in offices 
today are blind to the fact that they 
are in serious need of protessional 
eye care. It is a responsibility of 
management, from both a humane 
and a hard-headed business stand- 
point, to see to it that visual defects 
are corrected. 

More and. more companies are 
finding that the most practical and 
economical way of insuring against 
vision-incurred losses in efficiency 
and time lies in the setting up of a 
scientifically administered — eye- 
screening program. The objective is 
to determine that the proper visual 
requirements for each job are being 
adequately met by the workers. 

The program entails the testing 
of each employee with scientific 
vision-rating equipment designed 
to eliminate all elements of con- 
jecture and doubt. The tests, easily 
administered by a trained layman, 
take from five to 10 minutes each. 
Where an employee's visual quali- 
fications fail to meet the standards 
required for efhcient performance 
of his job, he is referred to an eye 
specialist. 

Is it worthwhile for management 
to invest time, money, and effort in 
a visual correction program lor the 
ofice?) What tangible benefits will 
the company gain as a result? 

We are living in an era ol con- 
stantly mushrooming paperwork de- 


mands. Management, each day, 
finds itself in need of more and 
more up-to-date information. ‘This 


means an extra load of work for 
people who analyze information and 
prepare reports. It means an ever- 
increasing burden for the eyes to 
carry, and it runs the entire gamut 
of the organizational chart, from 
ofhce boy up to chairman of the 
board. 

Penalties levied against the com- 
pany effort as a result of employees’ 
vision defects range trom increased 
errors, production slow-down, and 
insurance losses due to accidents, to 
increased tension, headaches, and ir- 


ritability. These, in turn, lead to 
more absenteeism and employee 
turnover. 


In one eastern insurance office, | 
| the card production output of a key | 


It pays 


punch operator dropped over a 12- 
month period from an above-average 
to a very low rate. Investigation dis- 
closed a need for a new eyeglass 
prescription. The operator had been 
unaware of the need — and almost 
everyone whose vision is deteriorat- 
ing is unaware of it. But uncon- 
sciously sensing the defect, she had 
been taking extra time to scrutinize 
source data before acting on it. In 
this case, the loss to the company 
was in wasted time, rather than in 
the more usual rise in errors. 

When the employee began to 
wear glasses with a new prescription 
supplied by a specialist, her pro- 
ductive output rose to a new high, 
and has maintained this level ever 
since. 

A particularly perverse side-etfect 
of eye deficiency is that it hits peo- 
45 the hardest. 
are the most experienced 
and highly skilled, 


ple over These em- 


ployees 
primarily 


RECORD 
ae OF AGE 
t Lowest Unit. 


For Inactive Records 


Provide maximum protection 
at minimum cost. Highest grade 
corrugated fibre-board. All one piece 
—no parts to wear, get out of order. 
Single eyelet closure front and 
back provides quick, easy closing 
and opening—and absolute security. 
Labels factory applied, gummed 
titling strips with each box. 25 sizes. 
Sold by all leading stationers. 


Send for FREE Manual of Record Storage Practice; 
complete products catalog. Clip ad to letterhead and 


mail to: Dept. AM-10, 


~, BANKERS BOX COMPANY 


Record Storage Specialists Since 1918 
2607 N. 25th Ave., Franklin Park, Il. 


«ut rs 
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management and supervisory per- 
sonnel. From a dollars-and-cents 
viewpoint, the over-45 group repre- 
sents the biggest company invest- 
ment of time and money. Even so, 
the older the individual, the more 
likely it is that he needs visual help. 

One study shows that in a large 
group of examined employees only 
23 per cent of those under 20 years 
of age had defective eyesight. In the 
age group 30-40, the percentage rose 
to 48; in the 50-60 group, it zoomed 
to 82. 

Two out of every three Ameri- 
cans, the statisticians disclose, have 
inefhcient vision which lowers job 
performance and hinders their ef- 
forts toward promotion. Many are 
not aware of the defects. Visual skills 
tend to decline at a slow pace, not 
noticeable except over long periods 
of time. This points up the stringent 
need for supervisory awareness of 
such shortcomings. 
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to check employee eyesight scientifically 


The best solution, of course, as 
already explained, is the company- 
wide program to test employees and 
match visual job requirements 
against actual ratings. A program of 
this type geared to include the auto- 
matic examination of new employ- 
ees would provide maximum insur- 
ance that every worker is visually 
qualified for his job and that no one 
will be hired unless he meets the 
pre-determined standards. 

Supervisors should go a_ step 
farther. In order to attain a maxi- 
mum running level of visual per- 
formance, a supervisor should be 
trained to recognize symptoms of 
faulty eyesight. Olten the appear- 
ance of the eyes is an indication 
that they need help. Swollen eye- 
lids, frequent sties, and inflamma- 
tion may be the result of eyestrain. 
A persistent redness and a tendency 
of the eyes to water freely could be 
by-products of eyestrain. 

The worker with visual problems 
often tries to avoid close work; he 
blinks frequently, or closes his eyes 
excessively. He may rub his eyes 
too much, or squint. Sometimes, he 
holds his work too close to his face, 
tilting his head to see better, peer- 
ing under or over his glasses. 

Less obvious symptoms are rest- 
lessness and irritability. When a 
person is not aware of the reason 
for his discomtort, the mysterious 
annoyance can affect his personal- 
ity, relationships with co-workers, 
attitude, and morale. 

With competition forcing man- 
agement to be increasingly cost- 
conscious, a company can no longer 
afford to overlook the manner in 
which on-the-job deficiency — bites 
into profits and progress. 

For the employee as an individ- 
ual, visual correction means a_ re- 
lease from physical discomfort, 
plus an increased earnings potential 
by virtue of higher productive out- 
put. It also means a reduction of 
personality problems which often 
stem from physical problems. 

In short, to both management 
and those being managed, an aware- 
ness of eye care needs will mean 
higher morale, more harmonious re- 
lationships, and in the final analy- 


Avoid confusion of scraps of paper . . . lost 
opportunities . . . forgotten duties and ap- 
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for sample, postpaid. Full refund if it isn’t 
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sis, more profits for both the 
individual and the company. 
— by Raymond Dreyfack 
for Better Vision Institute 
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By FRANK G. LYONS 


The conterence room per se is 
rapidly becoming as obsolete as the 
old-fashioned, roll-top desk. The 
astronomical cost of leasing office 
space, and the ever-increasing de- 
mands for room by new and ex- 
panding departments, is causing the 
cost-conscious executive to cast en- 
vious looks at the “wasted” space in 


OFFICE | 
N DESIGN | 
WHEN A CONFERENCE ROOM 


the once sacrosanct conterence 
room. This tact is clear: most firms 
cannot afford to tie up precions 
space for a conterence room that is 
rarely used. 

What, then, can you do it you 
need a conference room, but simply 
cannot afford to portion off a rather 
large area for this one purpose. The 
situation calls to mind that tired 
but accurate truism, “You = can’t 


ADMINISTRATIVE MANAGEMENT spon- 
sors the “Office of the Year’ awards, 
given each year for the past 11 years 
to the nation's six leading new offices. 


have your cake and eat it too.” 

Recent developments in the field 
of ofhce design point to a way out of 
the dilemma. One of these develop- 
ments has been the introduction of 
the multi-purpose conterence room. 
That is, the conference room which 
is designed to serve a multiplicity of 
functions. 


The multi-purpose conference 
room is not a revolutionary concept. 


Multi-purpose room layout, designed by Michael Rabin of J.F.N. 
Associates, New York. Sketch shows the movable wall par- 
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tially opened. With the wall closed, the executive office and 
small conference room are completely separated. 
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DON'T overlook your office equipment 
dealer as a possible source for design 
ideas. Many dealers now offer the serv- 
ices of experienced designers to their 
customers. 

See next month’s issue for our special 
report on “executive office” design. 


ISN’T.. 


We all know that these rooms have 
always been used for a number ot 
different purposes. Clerks find the 
long table convenient for the hand- 
collating of papers, and countless 
training classes have been crowded 
into the conference area. However, 
it is only in recent times that the 
conference room has been specifical- 
ly designed to serve a variety of 


functions. (To next page) Folding doors and a sectioned table provide for both large and 


small meetings at the Olin Mathieson Chemical Corp. Designs 
for Business, Inc., planned this unique room. 


Traditional conference room is set up by connecting the extended lights which move on an electrical track. The floor plan shows 
conference table with the executive desk. Note the overhead the convenient projection-storage room which holds the chairs. 
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A multi-purpose conference room 
set-up can be an important factor 
in decreasing space costs, increasing 
improving 


space utilization, and 


a ae 


Most firms can no longer ‘‘waste”’ 
space on the conference area 


general operating efhciency. Acti 
ities that would take three to foun 


times as much floor space if allote- 


single-purpose areas can often be 


‘ucied in one multi-purpose 

x 
ki, planning a multi-purpose con- 
ference room, a number of factors 
must be considered. The first, and 
mest important, is the function of 
the room. What will it be used for 
in addition to conferences? ‘The 
variety here can be as great or as 
restricted as your needs require. You 


President’s office at General Instrument 
Corporation is designed for small confer- 
ences. The curved table serves as a desk 
and permits comfortable seating for up to 
four other persons. The table, unlike con- 
ventional desks, allows for comfortable leg 
room on all sides. The cabinet behind the 
desk contains file drawers, waste basket, 
and space for pencils, papers, etc. This 
design, by Freidin-Studley Associates, is 
especially suitable for the executive who 
engages in frequent conferences with a 
small number of associates. 


The executive office in the H. J. Heinz 
office in Pittsburgh is another example of 
the “combined functions” room. The ex- 
ecutive desk is designed in the informal 
“table” style, which gives it maximum 
flexibility of use. The matching side cab- 
inet contains file drawers, a dictaphene, 
and all the other tools normally found in 
the traditional desk. Note that the cabinet 
also contains a panel of electrical controls. 
The room, designed by Knoll Associates, 
is ideal for those small, informal confer- 
ences, which frequently take place with- 
out advance planning. 


This highly functional marketing confer- 
ence room at the Corn Products Company 
contains a complete battery of audio-visual 
devices, including black-boards, display 
panels, and a number of complex elect- 
ronic components. The room is in con- 
stant use by executives who study com- 
mercials of competitors on the built-in TV 
set. They can see their own commercials 
and films on the screen at right, 
which looks like a second TV set. A mo- 
tion picture screen is hidden in the ceiling 
and can be dropped at one end of the 
table. Designed by J. Gordon Carr & As- 
sociates. 
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Right: Multi-purpose room set-up at the 
National Cash Register Co. makes use of 
folding tables. The tables are stored in the 
cabinets along the wall. Below: Diagram 
of an 18 x 30 ft. room equipped with fold- 
ing partition (dotted line) and folding 
tables. A great range of flexibility and va- 
riety is available through the use of this 
type of furniture. (Photo and diagram 
courtesy of Howe Folding Furniture, Inc.) 
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Maximum flexibility: the basic requirement 
of the multi-purpose room 


may, for example, want the room 
to serve as a training room, presen- 
tation room, lecture room, motion 
picture or TV-viewing room, lunch- 
eon or cocktail room . . . the list is 
virtually endless. 


Other factors to bear in mind 
are: (1) Flexibilitv: how often and 
for how many different types of 
events will the area be used? (2) 
Convenience: will the design be 
flexible enough to permit the 
changes necessary for all contem- 
plated functions? 

However, the most important 
single factor to bear in mind in 
planning your multi-purpose con- 
ference room is that maximum uti- 
lization of space must be the end 
result. 

There are a number of different 
types of multi-purpose conference 
rooms. The three most 
are: 


common 


1. The conference room that has 
been specifically designed to serve 
a number of functions; this type 
usually makes use of sliding parti- 
tions, hidden compartments, 
other ingenious devices. 


and 


2. The conference room that is 
equipped with folding furniture. 

3. The combined executive office 
and conference room. This type is 
becoming increasingly popular, es- 
pécially in the smaller business en- 
vironment. 


The type of room which best 
suits your needs will be a matter 
for vou alone to decide. (Consulta- 
tion with a professional designer is, 
of course, essential.) Here, we shall 
consider a number of possibilities 
for setting up the multi-purpose 
conference room. 

The illustrations and floor plans 
at the beginning of this article sug- 
gest one interesting solution to the 
problem of space utilization. The 
design, planned by J.F.N. Associ- 
ates, Inc., of New York, incor- 
porate a number of features of the 
multi-purpose room. By examining 
the highlights of this plan we can 
learn something about the princi- 
ples of multi-purpose room plan- 
ning. 

A movable wooden wall separates 
the executive office from the con- 
ference room. This arrangement is 
perfect for small to medium size 
conferences which can be handled 
in the conference room proper. The 
conference table can accommodate 
six persons, and if additional room 
is required, it can be opened to seat 
twelve. The lights over the table 
move on an electric track; this 
permits electrical current at any 
given point, allowing for maximum 
flexibility in room illumination. 

Setting up for the large conference 
is accomplished by opening up the 
movable wall, extending the leaves 
of the conference table, and linking 
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1. To save filing time: spillproof Acco folders 


Accobind folders keep your papers secure, in sequence, easy to find. 
Eliminate frantic searching for loose “lost” papers. Fastened papers slide 


out for easy transfer. Firm press- 
board covers stay new-looking, A oO ‘a 2 | D 
never sag, save file space. 5colors. GENUINE PRESSBOARD FOLDERS 


7 2 


2. To save storage space: adjustable Acco binders 


Accopress binders don’t bulk or bulge. They adjust to their contents, 
whether one sheet or one thousand. Space-saving, economical, spillproof 


whet gba ny 
catalogs Longlasting pres: AC COPRESS ~ 


board. Available in 12 colors. GENUINE PRESSBOARD BINDERS 


ACCO PRODUCTS 4 Division of Natser Corporation, Ogdensburg, N.Y. In Canada: Acco Canadian Co., Ltd., Toronto 
(Circle No. 1 on Reader Inquiry Card) 
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Folding furniture 
has become 
more stylish 


Folding conference table has the sturdy good looks of its more traditional counterpart. 
Folded, the unit easily moves through a doorway. (Howe Folding Furniture, Inc.) 


here’s why so many purchasing agents make 


BORROUGHS 
garment racks 


WHEN a line of garment racks has as many 
“first” features as Borroughs “Executive” Racks, 
that line is bound to be “first” choice. For ex- 
ample — Borroughs’ mar-proof, vinyl-clad, sus- 
pended “Wonder Bar” can be reversed to increase 
hanger capacities—apex-ridged shelves keep hats 
neat and shapely — coats hang clear, straight and 
uncrowded. And as for design and construction, 
Borroughs Racks are unequalled on the market. 
Borroughs’ line includes standard models, double- 
face units and add-on units, 
in a choice of five modern, 
decor-harmonizing colors. 


All Borroughs “Executive” floor 
models have umbrella holders 
with easy-glide drip trays. 


send for illustrated price list! 


Borroughs “Executive’ 
Garment Racks feature 
graceful designer bases. 


Model E6 


Styled by Dietrich 


BORROUGHS manuracturinc company 


OF KALAMAZOO - 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS 


® 
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it up with the executive desk, which 
is also equipped with folding panels, 
Once again, the track lights are 
manipulated to illuminate the ex- 
tended table. Thus, in a matter of 
minutes, the traditional conference 
room is set up. This is an excellent 
arrangement for those firms which 
have only occasional need for this 
type of room. 

The flexibility of design allows 
lor an unlimited number of func- 
tions in a somewhat restricted area. 
There is, for example, a white, 
pebble-finished, vinyl panel on the 
conference side of the movable wall, 
which serves as a motion picture 
screen. (An additional screen is 
hidden in the ceiling behind the 
executive desk making it possible to 
have screenings when the entire area 
is opened up.) 

Stacking chairs are stored in the 
projection room; they can be quickly 
brought out to convert area 
into a lecture room or small audi- 
torium. The also be 
used when the area is to serve as a 
cocktail or luncheon room. 


the 


chairs can 


If the conference area is to be used 
as an advertising or sales presenta- 
tion room, conversion is fast and 
simple. Cork presentation panels 
(normally hidden) slide into view. 
These panels run the entire length 
of the conference room and can be 
used singly, or in any combination. 

Converting the area for training 
classes or large sales meetings is ac 
complished by folding up the con- 
ference table and setting the stack- 
ing chairs in rows. 

Folding furniture provides 
another means of establishing the 
multi-purpose conference room. 
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Executive office in the new 60-story Chase Manhattan Bank Building furnished with opaque vertical louver blinds providing soft, non- ane light. 
een caaS ‘ . ; 


VERTICAL 


BLINDS 
of Du Pont 
Tontine® Triglas 


allow full light control 
in new 
1 Chase Manhattan Plaza 


UA ea 


Modern throughout, 1 Chase Manhattan Plaza has vertical louvered 
blinds in every one of its 8,800 windows. ‘‘Tontine” Triglas* 
viny!-coated woven glass fabric gives offices a smart new look. 
Blinds are neat... easy to clean. . . rotate to permit light desired 
and slide like a drapery to either side of window. They're dimen- 
sionally stable... resist curling, twisting, bowing or distortion. 
Long-lasting matte white finish reflects solar heat .. . helps keep 
rooms cool. Blinds fit windows of any size. Du Pont makes fabrics 
used ... does not manufacture the blinds. Send coupon for free 
swatches of ‘‘Tontine” Triglas. 

*Reg. U S Pat Off. $2,956,917 


Tontine’ Triglas 
Washable Window Shade Cloth 


“16 us war orf 


BETTER THINGS FOR BETTER LIVING THROUGH CHEMISTRY 
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SEND COUPON FOR SAMPLE SWATCHES 
AND FURTHER FACTS ABOUT TRIGLAS... 


E. I. du Pont de Nemours & Co. (Inc.) 
Fabrics Division AM-1-10 
Wilmington 98, Delaware 


Please send swatches of ‘‘Tontine"’ Triglas 
vertical louver woven glass fabric and names 
of manufacturers of vertical louvered blinds. 


Name__ enone 


Company See 
Address. 
City. __ 
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Moore-McCormack Lines, Inc., required 
the traditional type of conference room. 
However, Duffy, Inc., the designers, man- 
aged to make a combined library-confer- 
ence-screening room out of the area. The 
patterned curtain covers a rear projection 
screen, and the bookshelf is both a useful 
and decorative accessory. 


+” Secretary - 


for faster | 


filing; finding 


of 


approved 


Verti -Swing. 


hanging folders 


by Globe-Wernicke 


Greatest thing since the typewriter! Verti-Swing hanging 
folders fit any filing system, automatically form a pocket that 
remains open while you're filing or finding and prevent papers from 
slumping or sagging. Movable folder tabs, always on an even level, 
are located at a glance. Verti-Swing hanging folders slide easily on 

'~ @ sturdy steel frame adaptable to any standard filing drawer. Available 
in legal and letter size, with 1/5 or 1/3 tab cut. 


*“See your G/W dealer, listed in 
Yellow Pages under “Office 
Furniture’’ for complete line of 
“Secretary Approved” filing 
supplies, or write us 
direct, Dept. G-10. 


GLOBE-WERNICKE 
aD es © 


THE GLOBE-WERNICKE CO. 
NORWOOD, CINCINNATI 12, OHIO 
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Five short vears ago the mere men- 
tion of “folding furniture’ would 
have elicited a scornful laugh from 
most designers .. . 
son. 


and for good rea- 
Most of it looked like some 
kind of a Rube Goldberg contrap- 
tion, with levers and knobs all over. 
Happily, all that has changed. To- 
day, folding furniture can hold its 
own with standard lines of furni- 
ture as tar as beauty of design is 
concerned. 

The advantages of folding furni- 
ture are obvious. Folding furniture 
can be used to make almost any 
room serve any number of functions. 
The diagram of the table set-ups 
pictured earlier show what can be 
accomplished in a room of limited 
size. The folding tables can be easily 
stored and quickly assembled. In 
addition, they can be set up in a 
variety of ways, and for almost any 
number of people. 

Another, less obvious advantage 
of folding furniture is that once you 
have it installed, vou can quickly 
convert the room to suit any pur- 
pose on very short notice. Suppose, 
for example, that your needs require 
a permanent type conference room. 
Conterences are held almost daily, 
and, therelore, you install the tra- 
ditional arrangement. However, the 
untoreseen occurs. You suddenly 
find that you need space tor a 
lecture room. If the conference room 
had been set up with folding tables, 
there would be no problem. In a 
matter of minutes, the conference 
room is dismantled, and the lecture 
room set up. If this need should 
only once a month or even 
once a year, you would have saved 
money by being prepared in ad- 
vance. . (To next page) 
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_ CARBON-INTERLEAVEO GUMMED LABELS ay 
TYPING AND EMBOSSED PLATE ADDRESSING 
WITH DIRMONO PERFORATIONS FOR AUTOMATIC OR MANUAL APPLICATION — 


q an DS we rs 


» MASTERPIECE 


you from the ‘DUPLI-MAIL’ line of addressing labels 


yu) 

ose, Here's one masterpiece that gathers no dust. Companies every- 
tire where keep Dupli-Snap labels busy speeding their mailings effi- 
om. ciently. No special equipment needed, and you get up to six copies 
ailv. of your mailing list with a single typing. 

et Dupli-Snap labels are the carbon-interleaved member of the 
he “Dupli-Mail” line . . . a growing family of gummed addressing 
ile labels designed to meet every modern requirement at low cost. 
Tis Remember, labels are the key to economy and efficiency in 
oe mailings. Find out what the “Dupli-Mail” label system can do for 
“ ws your firm. See your stationer today, or write to Eureka for samples. 
21es 

in a 


se SQGEGA, EUREKA SPECIALTY PRINTING CO. 
sl eo ig BOX 149, SCRANTON 1, PA. 


aved 
@i_ Mm. REG, U.S. PAT. OFF. & CANADA 
(Ciscle No. 23 on Reader Inquiry Card) 
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© Here is fine quality secretarial seating, at 
prices only Cosco’s mass-production facilities 
could make possible! Adjustability provides cor- 
rect posture that assures day-long working com- 


fort ... lifts your secretary’s morale and output. 

Phone your nearby Cosco dealer for a free 
demonstration. Discover how this and other 
Cosco Chairs can help your office personnel 
feel better and work better! 


"($31.95 in Zone 2*) 


Find your COSCO Office Furniture dealer in yellow pages of phone book, { i 
or attach counon to your letterhead. | i 
N 
poe 
HAMILTON COSCO, INC., Dept. AM-101, Columbus, Indiana 
| Write us for complete information on COSCO office | 
| furniture and new full-color catalog, or phone your near- | Model 18-TA 
| by COSCO dealer listed in yellow pages. | Executive Chair 
1 Firm | $49.95 
| | ($52.45 in Zone 2*) 
| By... | 
1 III icsssesstaeeiernticoes © | 
| (Please Print) | 
| Also available in Canada, Alaska and Hawaii through authorized COSCO dealers | 
ha ce ce cs a ca GS GED GED GD GED GD GD GD cD GD ee oe ee ee eee ee ee ee 
*Zone 2: Texas and 11 western states 
(Circle No. 27 on Reader Inquiry Card) 
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Model 20-LA 
Conference Chair 
$29.95 

($31.95 in Zone 2*) 


Aside from folding furniture and 
carefully worked out design schemes, 
another trend seems to be develop- 
ing in office conference rooms. That 
is the combined executive office and 
conference room. This trend has 
resulted from the radical changes 
in contemporary executive office 
design, especially the shift from the 
traditional type of executive desk 
to the less formal “table.” 

It is quite common to see an 
executive office without a desk at 
all. In its place is a small-sized 
conference table. (Nearby, a cabinet 
holds all of the usual desk para- 
phernalia: dictaphone, pencils, let- 
ter files, and so on.) These “desks” 
are easily converted into conference 
tables merely by adding a few more 
chairs to the room. Of course, this 
arrangement is suitable only for 
the smaller conference. 

There are many other combina- 
tions which provide for maximum 
utilization of space. The library- 
conference area and the conference- 
showroom combination come imme- 
diately to mind. 

When you are planning this 
“combined-functions” type of room, 
it is essential to keep in mind the 
various purposes for which the room 
will be used. The best way to do 
this is to make out a carefully de- 
vised list, containing all the ex- 
pected uses of the room. Then, 
after the final revision of the list, 
a rough diagram of the floor area 
can be prepared. Working with the 
list and the plan before you, care- 
fully match up the functions on the 
list with the available space on the 
plan. In this manner, you will avoid 
any mistakes in duplication. 

In the final analysis, only you 
can decide which type of conference 
room is best for you. And, lest all 
this talk about multi-purpose rooms 
cause some confusion, it might be 
wise to recall the basic purpose of 
the conference room: to provide a 
comfortable area for the thoughtful 
discussion of company matters. 
Nothing should interfere with this 
basic consideration. For that, after 
all, is why you have a conference 
room in the first place. 
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_ disposable cartridge . q 

solution to that takes 30 seconds 4 

‘ to load...and doesn’t need 
mix Or pour, changing for up to 30 days! 


«Rn: ade sy ot Lens list call 


still it COpics aaa 


ae LIFETIME GUARANTEE 
10” model illust 


Rovico 


FOTOMATE FILL OUT AND MAIL THIS COUPON! 


Completely Automatic All-Electric Copier ROVICO INC. Dept. B 


Designed by Robert Vinci Made in U.S.A. 320 Market Street, Newark 2, N. J. 
Please have your representative call to arrange a 
demonstration of: 


‘ . ~ (  )New 10” Model ( )New 15” Model 
) Rovico Inc., 320 Market Street, 
Newark 2, New Jersey eee - 
COMPANY 
Specialists in the design and manufacture of 
customized photocopy equipment ADDRESS. 


CITY & STATE 
(Circle No. 61 on Reader Inquiry Card) 
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SYSTEMS, EQUIPMENT 
AND SUPPLIES | 


Portable Recorder a 

The “Special” is a long-play wire 
recorder capable of transcribing up 
to 5 hours of continuous conversa- 
tion. Battery operated and _ fully 
transistorized, the model weighs less 
than 2 pounds. International Tele- 
phone and Telegraph Corp., Dis- 
tributor Products Div., Lodi, N. J. 


(Circle No. 119 on Reader Inquiry Card) 


Desk Set A 

Tandem unit combines the new 
“Noblot” Desk Set with a half gross 
of Mongol pencils. The pen set 
has a jet-black plastic base; the 
pencils contain improved _ lead. 
Eberhard Faber Pen & Pencil Co., 


Inc., Crestwood, Wilkes-Barre, Pa. 
(Circle No. 120 on Reader Inquiry Card) 
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Portable Hydraulic Lifter o 

The “Jiff Lift’ caddy makes it 
possible for a single man to lift up 
to 320 pounds. Utilizing a hydraulic 
pump, the caddy is suitable for mov- 
ing air conditioners and large office 
equipment. When dismantled, the 
“Jiff Lift’ forms a compact unit 
measuring 52 x 22 x 9 in., and 
weighs only 64 lbs. Grand Special- 
ties Co., 4701 W. Grand Ave., Chi- 
cago 39. 

(Circle No. 121 on Reader Inquiry Card) 


Posture Chair A 

Chair has a sculptured seat and 
back. The “Sculptura” also features 
chrome-plated legs, which are de- 
signed with a pegged cross bar that 
permits stacking of chairs one upon 
the other. Clarin Mfg. Co., 4640 W. 
Harrison, Chicago. 

(Circle No. 122 on Reader Inquiry Card) 


For more information about any 

product circle corresponding num- 

ber on reader inquiry card inside 
back cover. 


Attendance Recorder a 
A compact printing and punch- 
ing recorder, the “Record-A-Matic” 
produces a single document for each 
employee, containing all data re- 
quired to ascertain the elapsed time 
for a weekly payroll operation. 
The output of this machine iy a 
visual code punch card which is 
direct input to any data processing 
system. The unit is 28 x 16 x 11 in. 
and can be easily affixed to any 
wall. American Data Machines Inc., 
7 Commercial St., Hicksville, N. Y. 
(Circle No. 123 on Reader Inquiry Card) 


Printer control unit A 
A new control pedestal for the 


Anelex series 4-1000 high speed line 
printer houses all electrical and elec. 
tronic equipment components. 
Anelex Corp., 150 Causeway St. 
Boston 14. 

(Circle No. 124 on Reader Inquiry Card) 
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Adjustable Chair A 
Model 6611-U has a basic height 
of 17 in., and is adjustable up to 
214 in. 5 different colors on metal 
are available. Toledo Metal Furni- 
ture Co., 1450 Hastings St., Toledo 
A 7, Ohio. 
ch- (Cirele No. 125 on Reader Inquiry Card) 


) Compact Calculator 7 


; The Contex-20, a portable 10- 
kev electric calculator, adds, sub- 
tracts, multiplies and divides. Oper- 
ating speed of 360 cvcles per minute. 


$235. Bohn Duplicator Co., 441 
Park Ave., South, New York 16. 
(Circle No. 126 on Reader Inquiry Card) 
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Electronic Printer Ribbon 

Ribbon for the Remington Rand 
Univac (center) is 200 yds. long, 
131% in. wide. It is flanked by two 
ribbons used on the IBM 1403 


a 


printer. The small ribbons (34 in.) 
are designed for IBM models 402 
and 407. F. S. Webster Co., 1-23 
Amherst St., Cambridge 42, Mass. 


(Circle No. 128 on Reader Inquiry Card) 


Ring Binder ry 

Pressboard ring binder has rings 
of 1 in. capacity and holds approx- 
imately 350 sheets. The ring mech- 
anism has boosters on both ends for 
easy opening. Acco Products, Og- 
densburg, N. Y. 

(Circle No. 129 on Reader Inquiry Card) 


Sketch Kit a 
The kit contains a new _ port- 
able drafting machine mounted 
in a vinyl, self-locking binder. The 
porttolio fold kit includes the draft- 
ing instrument with 3x5 in. or 
4x6 in. scale and 180 degree pro- 
tractor, pad of 50 sheets of 814 x 11 
in. paper, and pencil. Draftette Co., 
P.O. Box 794, Beverly Hills, Calif. 
(Circle No. 130 on Reader Inquiry Card) 


Desk 

Part of the new “Template” 
group by Leopold, this desk (model 
TD 10RH-10-000) features a ribbed 
back design. The top is 37 x 78 in., 
and the base is 63 in. Ample knee 
space (29 in.) is provided by the 
wide spacing of the drawer arrange- 
ment. The model shown here has 
short legs; not shown is another 
model which is similar, except that 
it has longer legs. Leopold Co., 


914 Osborn St., Burlington, Iowa. 
(Circle No. 127 on Reader Inquiry Card) 
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BALL PEN... 


Because only the 


FINEST INK 


ill do! 
willdo! _/ 


ENGINEERED FOR BETTER WRITING, the 
superior ink in the new Eagle STICKPEN 
contains not a single particle larger than 
one micron in diameter! Ordinary ball 
pen inks —compared under the micro- 
scope—showed particles that exceeded 
10 microns! No wonder most ball pens 
skip, stall and goop. But now you can 
be sure that your office pens won't... 
by specifying and insisting on new Eagle 
STICKPEN! 


FINEST INK— 


Plus All These Extra 
Quality Features! 

m SILVERED TIP FOR “CUSHIONED” 
WRITING 

@ PRECISION TURNED BALL SOCKET 

m STAINLESS STEEL BALL 


@ SOLID BRASS (Not Plastic) 
CARTRIDGE 


® SCULPTURED “FINGER-FIT” GRIP 


m EACH PEN INDIVIDUALLY 
TEST-WRITTEN BY HAND 


'¢ 
S| 

: 
= 
§ 


MEDIUM POINT 
Fed. Tax. Incl. 


GUARANTEED BY EAGLE RESEARCH 
EAGLE PENCIL COMPANY 


Headquarters: Danbury, Connecticut 
MEW YORK « LONDON « TORONTO + MEXICO + SYONEY + BOGOTA 


(Circle No. 19 on Reader Inquiry Card) 
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SYSTEMS, EQUIPMENT 
AND SUPPLIES 


Plastic Binder A 

This plastic brief cover features 
a window designed to hold your 
personal business card. The case 
itself holds up to a one half inch 
stack of standard size paper. The 
cover, which comes in five different 
colors, is easily cleaned. Smead Mfg. 
Co., 309-311 E. 2nd St., Hastings, 
Minn. 

(Circle No. 131 on Reader Inquiry Card) 


| Portable photocopier 


“Attache” model is designed for 
travel. 171 x 1234 x 48 Ya in. weighs 


1214 pounds. Solution is stored in 


a sealed cartridge. The unit sells 
for $149.50. The company also in- 
troduced a second model, the 
“Contura,” which combines all the 
features of the standard model with 
the addition of a book-copier that 
fits into the case. $199.50. Anken 
Chemical & Film Co., Newton, N. J. 
(Circle No. 132 on Reader Inquiry Card) 


Mobile File A 

The mobile file offers a tremen- 
dous saving in space. Mobile storage 
systems allow for a flexible equip- 
ment layout. They can be used for 
storage of general supplies as well 
as records of all types. Mobile Stor- 
age Div., Dolin Metal Products, 
Inc., 315 Lexington Ave., Brooklyn 
16, N. Y. 

(Circle No. 133 on Reader Inquiry Card) 


Job Time Recorder A 


Individual time worked by an 
employee on a_ particular job 1s 


automatically computed and printed 
by this new time recorder. The em- 
ployee inserts a standard time card 
and pushes a lever. This imprints 
a circle with 8 hours, marked in 
tenths, designated on the rim. 
When the job is finished, the card 
is reinserted, the “out” lever pressed 
and the amount of time worked is 
recorded. Cincinnati Time Record- 
er Co., 1733 Central Ave., Cincin- 
nati 14. 
(Circle No. 134 on Reader Inquiry Card) 
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ationgbout any product circle correspond- 
eaderinquiry card inside back cover. 


_ EAGLE — 
STICKPEN 


Attache case viewer A 


Lightweight viewer case is de- 
signed to hold up to 40 overhead 
projection. slides. Can be used for 
previewing presentations, marking, 
and retouching. Admaster Sales 
Corp., 425 Park Ave. South, New 
York 16. 

(Circle No. 137 on Reader Inquiry Card) 


WW \\ 


¥ 
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included in 


FREE SCIENTIFIC 
WRITING TEST KIT! 


Purchasing agents who've used this 
kit acclaim it “The most practical 
measure of ball pen performance ever 
devised!” 


Get the actual handwriting test that 
every Eagle StickPen must pass after 
it has successfully passed 10 other 
rigid “Quality Control” tests! Specially 
devised by Eagle laboratory techni- 
Cians, this scientific writing test 
shows up even the slightest imperfec- 
tion of any ball pen .. . under actual 
writing conditions! No buying execu- 
tive responsible for supplying his per- 
sonnel with good office pens can 
afford to be without this instructive 
test kit! 


GET YOUR SCIENTIFIC 
WRITING TEST KIT... 
NOW ee FREE! Compare in 


your own hand, the Free Eagle Stick- 
PEN against any other ball pen—using 
your own individual writing method 
and style! 


FILL OUT AND MAIL THIS COUPON! 


lyn Two-way radio A 
New portable has transmitter and 
) receiver in a single case. Called the 
“Voice Commander,” it can be used 
to communicate with other ‘“Com- 
manders” and individuals equipped 
with pocket receivers. ‘The unit 
weighs slightly more than three 
pounds. Section P, General Electric 
Communications Dept., P.O. Box 
4197, Lynchburg, Va. 

~ J (Circle No. 135 on Reader Inquiry Card) 


= 


Triple purpose tool * 

Weighs letters, opens them, and 
serves as a handy magnilying glass. 
Ek. 1. du Pont De Nemours & Co., 
Product Information Service, Wil- 


r =—— ee ee ee a oe ae 
mington, Del. 1 “NT EAGLE PENCIL COMPANY, DANBURY, CONN. ; 
} 

(Circle No. 138 on Reader Inquiry Card) I Without obligation, please send me the 
\ new Eagle STICKPEN included in the FREE 
‘ “ WRITING TEST KIT that shows up even the 1 

q Chair Casters i] slightest imperfections of any ball pen, 
\ under actual writing conditions! | 
New “Meteor” casters are de- p Name i 
signed for office chairs and equip- 1 Title 1 
ment. Bearings are completely ieee l 

7 1 = Company. Sead 
covered to exclude threads, lint, and \ 1 
: . : ee 

grime. Load rating is 80 Ibs. per I 
caster. Shepherd Casters Inc., P.O. 4 City Zone I 
Box 672, Benton Harbor, Mich. jy State 1 
L t 


(Circle No. 136 on Reader Inquiry Card) 


=—_aS Se eee ee eee ae ee oe 
(Circle No. 20 on Reader inquiry Card) 
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Avoid 
Losses! 


Avoid 
unexpected 
troubles! 


2 MODELS: 
2MM — 11 Shre 
1MM — 22 shre 


Thinnest shreds of any office paper 
shredder! Simple to operate — 
Convenient removable bin. 


Write for illustrated brochure describing 
full application of office paper shredders. 


MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 
@ Dealer: Write For Profitable Sales Plan. 


See our other advertisement on Page 60 
(Circle No. 37 on Reader Inquiry Card) 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a ‘’must’”’ where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


C. L. BARKLEY & CO. 


Founded 1921 @ All Phones MOnroe 6-706) 
1220 W. VAN BUREN ST. © CHICAGO 7 


(Circle No. 6 on Reader Inquiry Card) 
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AM YOURS FOR THE ASKING 


Microfilm 139 
Three illustrated booklets, ‘‘So- 
cial Security Jetisons Paper Work,” 
“Bureau of Public Works Auto- 
mates E Bonds with Microfilm,” 
and “Finance Center, U. S$. Army 
Speeds Audit of Daily Disburse- 
ments,” describe the use of micro- 
film in three branches of the Fed- 
eral Government. These illustrated 
brochures offer practical case his- 
tories in the use of microfilm. 
Minnesota Mining & Mig. Co., 900 
Bush Ave., St. Paul 6, Minn. 


Pressure-Sensitive Tapes 140 

This 4-page booklet contains in- 
teresting and valuable information 
on the types of tape available, how 
they are constructed, and the factors 
involved in choosing a_ particular 
tape for a specific job. Write for 
Booklet DB-56A to Johns Manville. 
Dutch Brand Div., 22 East 40 St., 
New York 16. 


Automation Problems 141 
“There is no room for error in 


Automation” is the title of a new 


brochure which emphasizes the pre- 


cision necessary for tabulating cards 
to run smoothly through tab equip- 
ment. The booklet is available from 
Baltimore Business Forms, Inc., 
3150 Frederick Ave., Baltimore 29. 


Offset Supplies 142 
A 16-page, illustrated catalog, en- 
titled “Co-ordinated A. B. Dick 
Offset Supplies,” details products 
according to specifications and ap- 
plications. The table of contents 
lists all the firm's offset supplies — 
paper masters, aluminum plates, 
inks, etc. In addition, filing and re- 
run information on the firm’s new 
“long-run” pre-sensitized aluminum 
plates is given. A. B. Dick Co., 5700 
West Touhy Ave., Chicago 48. 


For more information about any 
catalog circle corresponding num- 
ber on reader service card inside 


back cover. 


Check Handling 143 


A new line of equipment that 
greatly reduces the handling time 
required to process MICR docu 
ments is discussed in a handsome 
new brochure. Special brochures 
have been prepared covering the full 
line of equipment available for use 
with IBM, Burroughs, or Pitney- 
Bowes-National Systems. Specify svs- 
tem used when requesting folder. 
Wright Line, 160 Gold Star Blvd., 
Worcester, Mass. 


Food Service 144 

A 32-page brochure covering all 
phases of food service for plants, 
offices, and institutions; the booklet 
also discusses such phases of food 
management as pre-planning tor el- 
ficient economical service. Don 
Campbell, Blaikie Miller & Hines, 
Inc., 527 Madison Ave., New York 
City, 22. 


BOSTON 


PENCIL SHARPENERS 


easy mounting 


on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 


and the mounting kit fits aa 
every model. All sharpeners 
are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, NJ. 
(Circle No. 30 on Reader Inquiry Card) 
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AM Also worth writing for 


Employee Relations Handbook 

1390-page book covers more than 
3000 personnel problems. Treating 
all phases of management, the book 
contains a number of documented 
case histories, theories, and exam- 
ples. $15. For information write to: 
The Dartnell Corp., 4660 Ravens- 
wood Ave., Chicago 40. 


The Litthe Man Who Wasn't There 

is the title of a 16-page brochure 
that deals with the problem of em- 
plovee absenteeism. Aimed at the 
employee, the booklet discusses 
what happens when a_ job-holder 
fails to show up tor work. Single 
copies 35 cents. Enterprise Publica- 
tions, 20 North Wacker Drive, Chi- 
cago 6. 


Practical control methods 
“Inventory Control Methods,” by 
R. L. VanDeMark is a basic text in 
the field of practical control meth- 
ods. Included are such topics as: 


How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


YyGives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 


YySimple to operate—Type or Write on Cards, 
Snap in Grooves 


Yyldeal for Production, 
Scheduling, Sales, Etc. 


yyMade of Metal. Compact and Attractive. 
Over 500,000 in Use 


24-PAGE BOOKLET NO. G-200 
Without Obligation 


Traffic, Inventory 


Full price 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


YANCEYVILLE, NORTH CAROLINA 
(Circle No. 26 on Reader Inquiry Card) 


OCTOBER 1961 


with cards 


lot-size benefits, contro] without 
records, and cycle counting. The 
book is a practical text covering the 
fundamental problems faced by 
production and inventory control 
personnel. 116 pp. $4.75 per copy. 
VanDeMark, Inc., P.O. Box 120, St. 
Clair, Mich. 


Car leasing costs 

A complete analysis of the com- 
parative costs of different methods 
of fleet operation has been devel- 
oped by the Foundation for Man- 
agement Research, Chicago. Com- 
plete cost charts and tables are 
included in the 28-page study. It is 
entitled: “Advantages and Disad- 
vantages of Auto Fleet Leasing: A 
Comparison of Company Owner- 
ship, Salesman Ownership, and 
Leasing.” Single free copies of this 
study are available by writing to 
the Foundation for Management 
Research, 121 West Adams Street, 
Chicago 3, Illinois. 


Real-Time Brochure 

8-page brochure describes an cl 
fective, economical real-time, svstem 
through the use of modern elec- 
tronic equipment. The booklet out 
lines the design 
typical system. 


approach to a 
Includes a com- 
prehensive block diagram showing 
the intercommunication of major 
components in the 
Laboratories, Inc., 
St., Boston 20. 


Stone 
Tremont 


system. 
1312 


Operations Research 

is the title of an informative thesis 
on the problem of improving opera- 
tions. Covering all phases of opera- 
tions research, the report expounds 
a number of scientific theories which 
are said to expedite operational 
procedures. $2. Bookstore, Califor- 
nia Institute of Technology, Pasa- 
dena, Calif. 


Women in Business 

This illustrated manual contains 
such interesting sections as: The 
Gil the Company Wants to Keep 
and Getting Along With People. 
75¢ per copy. Motivation, Inc. 
Springdale, Conn. 


AND CONTROL YOUR BUSINESS 
WITH THE AMERICAN 71 HEAVY 
DUTY ELECTRIC PERFORATOR 


Nobody can rub out or smudge a hole. And 
that is why many firms today use American 
perforators to prevent fraud and tighten 
control of operations. The American 71 un- 
alterably cancels, receipts, voids, validates or 
otherwise marks paper through many copies. 
It also permanently numbers, dates or codes 
labels, wrappers, coupons, containers—made 
of paper, paperboard, pliofilm, parchment, 
etc. It handles up to 1,900 items per minute 
with a number from 1 to 999,- 
999. Choice of automatic paper trip, gear- 
omatic or foot pedal operation. Built for 
tremendous volume and long life, the 71 is 


range 


one of a complete line of American perfora- 
1910. Write American 
Perforator Division, Heller Roberts Mfg. 
Corp., 700 Jamaica Ave., Brooklyn 8, N.Y. 


HELLER ROBERTS 
Manufacturing Corporation 
(Circle No. 28 on Reader Inquiry Card) 


tors famous since 


CONQUEROR 


‘ 


PAPER FOLDER 


AUTOMATICALLY FEEDS, FOLDS, COUNTS 
AND STACKS 110 SHEETS A MINUTE 


No fussing or fanning—just load paper on 
the automatic feed table, touch the lever and 
quickly fold printed or duplicated material, 
letters, statements—anything from 3 x 5§ to 
9 x 17 in.—even multiples of 6-8 sheets stapled 
together. Stops when last sheet is fed. Two 
quick-set fold controls adjacent to permanent 
illustrated instructions at top of machine let 
you change folds in seconds. Electric Model 
$229.50; Hand-operated Model $199.50 plus 
tax. Higher quality since 1903 — HEYER 
INC., 1822 S. Kostner Ave.. Chicago 23, III. 


FREE! Four 8 x 10 glossy photos— 


Our Demonstration by Mail ! 


t ieteietieieeietieieet tht ee ee 


oo 3 %~ HEYER INC., 10-61 
sy 74.5 6 1822S. Kostner Ave.. Chicago 23, Ill. 


the glossy photos showing how the 
Conqueror Paper Folder works. 
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Acco Products Div. of Natser Corp... 67 
Agency—Geer, DuBois & Co., Inc. 


Acme Visible Records, Inc.......... 18 
Agency—Cargill, Wilson & Acree, Inc. 
Allied/Egry Business Systems...... 49 


Agency—Willis / Case / Harwood, Inc. 
American Perforator Div. Heller 
Remerts Wie. Corp..............4. 79 
ponte A |. Bushfield 

American Telephone & Telegraph Co. 
Business Equipment Sales—General.. 3 
Agency—N. W. Ayer & Son, Inc. 

American Type Founders, Inc., Busi- 
ness Equipment Div................ 
Agency—Douglas Turner, Inc. 

Automated Gift Plan, Inc........... 9 
Agency—kKing Services Corp. 


B 
i bce ee 60 
Agency—Frank C. Jacobi Adv., Inc 
ee ee 78 
Agency—Frank C. Jacobi Adv., Inc 
SS Ree 46 
Agency—Chirurg & Cairns, Inc. 
Beach Publishing Co............... 58 
Agency—Francis Adv. Agy. 
Bell Telephone System............ 3 
Agency—N. W. Ayer & Son, Inc. 
Bevco-Precision Mfg. Co........... 48 


Agency—Mar-Pat Adv. Agy. 


Borroughs Mfg. Co................ 68 
Agency—Roland G. Spedden Adv. Agy. 
Bruning Co., Inc., Charles.......... 41 
Agency—Buchen Advertising, Inc. 

Bureau of Business Practice, The.... 53 
—- Frank—Guenther Law, 

nec. 

0 ee eee 42, 43 
Agency—Campbell-Ewald Co. 
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ere 7 
Agency—Laux Adv., Inc 
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Ce ee 57 
Agency—Hazard Adv. Co., Inc. 

Diehl Calculating Machines, Inc..... 24 
Agency—L. D. Zetlin & Company, Inc. 
Ee OP 19 


Agency—Fulton, Morrissey Co. 

Du Pont de Nemours & Co., Inc., E. I. 
eee 10, 11 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 

Du Pont de Nemours & Co., Inc., E. 1. 
(Fabrics Div. Tontine Triglas)........ 69 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


E 
Eagle Pencil Co. (Stickpen)......... 76 
Agency—Shaller-Rubin Co., Inc. 
Eagle Pencil Co. (Writing Kit)....... 77 


Agency—Shaller-Rubin Co., Inc. 
Eastman Kodak Co., Graphic Repro- 
duction (Ektalith Materials)......... 
Agency—J. Walter Thompson Co. 


Key 


22 


23 


24 


25 
26 


27 


28 
29 
30 


31 


32 


33 


34 


41 


42 


Page 
Eastman Kodak Co., Business Photo 
Methods (Verifax Equipment & Sup- 
plies) 
Agency—J. Walter Thompson Co. 
Eureka Specialty Printing Co........ 71 
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G 
Globe-Wernicke Co., The........... 70 
Agency—Strauchen & McKim Adv. 
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H 
Hamilton Cosco, Inc............... 72 
Agency—Caldwell, Larkin & Sidener- 
Van Riper, Inc. 

Heller Roberts Mfg. Corp.......... 79 
Agency—George |. Bushfield 

Ma: ip bic caret wins <0 oi 79 
Agency—The Biddle Co. 

Hunt Pen Co., C. Howard.......... 78 
Agency—Wermen & Schorr, Inc. 

| 
Infotronics Corporation............ 36 
Agency—Robinson-Gerrard-McGary, Inc. 
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Kano Laboratories................ 61 
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re 59 
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Agency—Ernest S. Johnston Agy. 
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Magnetic Aids, Inc................ 60 
Agency—Dale Associates 
Management Control Charts Co...... 61 


Agency—Stern, Walters & Simmons, Inc. 
Michael Lith Sales Corp. (Paper Cutter) 60 
a Lith Sales Corp. (Paper Shred- 

ere Ome ona beng eipais wits ac 
co Le, CORTE 18 
Agency—tThe Ullman Organization, Inc. 
Moore Business Forms, Inc.....3rd Cover 
Agency—N. W. Ayer & Son, Inc. 


National Business Show........... 
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National Cash Register Co., The (Busi- 
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Agency—McCann-Erickson, Inc. 

National Cash Register Co. (NCR Paper) 12 
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Pitney-Bowes, Inc. (Folders & In- 
ee Ree err 47 
Agency—L. E. McGivena & Co., Inc. 
Pitney-Bowes, Inc. (Mail Openers). . 53 
Agency—L. E. McGivena & Co., inc. 


Quality Park Envelope Co........... 48 
Agency—Craddick Adv. 


Roberts Numbering Machine Div., Hel- 

ler Roberts Mfg. Corp............. 79 
Agency—George |. Bushfield 
ee ee ee eee 73 
roomalg Shaller-Rubin Co., Inc. 
Royal Typewriter Co., Div. of Royal 
McBee Corp. (Electric Typewriter)... 4 
Agency—Young & Rubicam, Inc. 

Royal Typewriter Co., Div. of Royal 
McBee Corp. (Roytype Supplies)..... 51 
Agency—Young & Rubicam, Inc. 


S 


Shaw-Walker Co. ............. 4th Cover 
Agency—J. Walter Thompson Co. 
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Standard Register Co., The........ 8 
Agency—Don Kemper Co., Inc. 


rere 52 
Agency—H. M. Leete & Co. 
PR eer r rar 35 
Agency—Marsteller, Rickard, Gebhardt 

& Reed, Inc. 

Thomas Collators, Inc.............. 56 
Agency—Douglas Turner, Inc. 


Universal Shredder Co............. 61 
Agency—Campbell-Williams-Stark Adv. 


WwW 
Wassell Organization, Inc...... gba 25 
Agency—Wade, Walden & Whitman, 
Inc. 
2 eer errr 38 


—— Barton, Durstine & 
Osborn, Inc. 


Wiley & Sons Inc., John........... 58 
Agency—Needham & Grohmann, Inc. 


X 


ee 2nd Cover 
Agency—Hutchins Adv. Co., Inc. 
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Yawman & Erbe Mfg. Co., Inc....... 65 
Agency—tThe Rumrill Co., Inc. 
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The Chief 15 Offset Duplicator . . . unquestionably the most i 4 
versatile, most efficient and professional performing offset - 
duplicator for business, industry, institutions and govern- -: 
ge ment office use. It comes to you with a most outstanding oa 
reputation! No other offset duplicator can equal it. Long a 
respected in the professional printing fields for its excellence ‘ 
47 in reproduction, its amazing versatility and its flawless a“ 
53 performance, the Chief 15 wins every challenge made by § 
today’s office duplicating needs. Never has there been a more 
proven performer ... never has there been a better invest- 
ment in an office duplicator. Take a closer look — write 
48 D U P| | CATI N G today for our informative booklet. Address: American Type 
Founders, Dept. B, 200 Elmora Ave., Elizabeth, N. J. 
(Circle No. 4 on Reader Inquiry Card) 
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MIKE THE CRIPPLE 


MICHAEL BROWN was crippled in childhood with intantile pa- 
ralvsis. “Mike” to his co-workers in Data Processing, he cannot get 
around his office without crutches or a wheelchair. But what mat- 
ter: He is one of the steadiest, fastest, most accurate programmers 
his company ever employed. 

Mike is one of thousands of handicapped people engaged in pro- 
ductive work—the same productive work that many more thousands 
ot able-bodied persons perform as a matter of course. Statistically, 
he is luckier to have his job than those in the able-bodied group, for 
management has shown reluctance to hire the lame or the one- 
armed, the deaf or the malformed. 

October 1-7 is Hire the Handicapped Week. It is easy to speak 
with sympathy of these people and ask that they be “given a break.” 
But organizations like the Federation of the Handicapped and case- 
workers for agencies like the Federal-State Vocational Rehabilita- 
tion Program will tell you that the average handicapped-but-reha- 
bilitated worker wants neither sympathy nor special consideration. 
He wants only to be judged on his talents, like any able-bodied ap- 
plicant—no more, no less. 

His plea is worth listening to, for this time statistics are on /is 
side. And on management's. The handicapped employee, grateful 
tor his job, works hard to hold it. He is apt to be more keenly moti- 
vated than the “normal” fellows around him. Through special train- 
ing programs, such as those offered by the Federation of the Handi- 
capped, he may actually possess more skills than do others of his age 
and background. A study of handicapped workers at Du Pont Co. 
last year showed that 59 per cent of them were “average” and 39 per 
cent “better than average” in safety; 60 per cent “average” and 27 
per cent “above average” in job performance; 36 per cent “better 
than average” in attendance. Studies by the U.S. Department of 
Labor, by Mill & Factory magazine, and other authorities show much 
the same thing. 

In this time of skilled-labor shortage, hiring the qualified handi- 
capped far transcends sentiment, or quasi-promotional notions of 
a “nice” policy to have. Rather, it is a most practical policy of sound, 
enlightened management. 


ADMINISTRATIVE MANAGEMENT 
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9 WAYS THE MOORE MAN CAN GIVE YOU A HAND 


1. PAPERWORK The fastest way to reduce paperwork is 
to cut a system to its bare essentials. The Moore man 
can show how to avoid duplication, how to reduce waste 
motion to a minimum, how to improve a system for com- 
plete efficiency, at minimum labor and cost. He can also 
show results in 2. Control, 3. Savings, 4. Speed, 5. System. 


An extra ‘employee’ working for you—Which forms should 
you have? The Moore man isn’t limited—he can furnish 
any forms construction to eliminate duplicate writing 
and records. He’s backed by Moore’s research teams 
who are at work designing forms that cut costs. And 
Moore’s many piants are located near you for fast service. 


ise % MOORE BUSINESS FORMS 


Moore Business Forms, Inc. + Niagara Falls, N. Y. » Park Ridge, Ill. » Denton, Tex. - Emeryville, Calif. Over 300 offices and factories in North America. 
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Can good-looking desks be any good 
for work? Sit here and see 


The modern styling and classic simplicity of the new 
Shaw-Walker Skyline “‘clutter-proof”’ desks will make any 
office a beautiful place to work. That’s obvious. 

What’s not so obvious, but apparent the minute you begin 
using the desk, is its remarkable workability. You don’t find 
this in other modern,styled desks. Shaw-Walker Skyline is 
really ingenious in helping desk people with their work. 

Skyline has 17 in-drawer organizers*, all space-planned. 
The result: Clutter-free drawers and a desk top always clear 
for current work. More gets done—easier. We can prove it to 
you in ten minutes. Phone your Shaw-Walkerman today. Or 
write for color brochure, ‘‘“Shaw-Walker Skyline.” 


For savings throughout your office, read “Office & Tomorrow's Business” by L.C. Walker. Just republished. $4.75 


S i . s s 


*17 SHORT CUTS to easier desk work. Shaw- 
Walker’s “‘clutter-proof”’ facilities eliminate the 
time lost searching . . . because all work and work- 
ing tools (even letter trays and wastebasket!) are 
in the space-planned drawers—organized for in- 
stant use. Nothing like this in any other desks. 
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